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Course Objectives

After this course, you should be able to:

Logon and off of Oracle Applications

Use forms and menus

Enter data using forms

Search for data using forms

Access online help

Run and monitor reports and programs
Customize the presentation of data using folders
Set personal user profile options

Manage an attachment to a form

Identify and use the two types of flexfields “
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Course Overview

This course discusses the basic features of accessing and navigating within
Oracle Applications, Release 11i. You will learn to enter data, retrieve
information in the form of a query, maintain data, use flexfields, and access
online help. Additionally, concurrent processing and standard report
submission will be discussed.

This course is intended for all end users of Oracle Applications as a
prerequisite to any applications course.
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Oracle Applications Data Flow
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Inventory General Ledger
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Sample Flow of Oracle Applications Data

Oracle Applications is atightly integrated suite of application products that
share a common look and feel. Using the menus and windows of Oracle
Applications, you have access to al the functions that you need to manage
your business information.

Oracle Applications software is highly responsive to users by providing full
point-and-click capability. You use your mouse or keyboard to operate
graphical controls such as pull-down menus, buttons, pop-up lists, check
boxes, or tabs. An Oracle Applications form is a user’s interface to business
data stored in the database. Y ou may have called it a “screen” in other
applications. Y ou navigate between and within forms to enter and access
information from the database.
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Logging On and Off
of Oracle Applications
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Lesson Objectives

After this lesson, you should be able to:
® Logonto Oracle Applications

®* Choose aresponsibility

®* Use the Oracle Applications Navigator

* Discuss the various components of an Oracle
Applications form

* Log off of Oracle Applications
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Lesson Overview

To use Oracle Applications productively, you need to under stand
the various components of a form, the menu paths, and keystrokes
necessary to access and navigate within the system to perform

your various job tasks.
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Logging On to Oracle Applications

Uszer Mame

Password

ORACLE

Applications [ Connect | Cancel J
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Starting Oracle Applications

Thefirst step in starting Oracle Applicationsisto enter the appropriate URL
for your sitein an Oracle Applications certified browser.

After starting Oracle Applications, the first window you seeisthelogon
window.

You need an Oracle Applications user name and password, also known asan
Oracle Applications user name, to log on to Oracle Applications. It is different
from the user name and password you use to log on to your computer. If you
are not sure of your Oracle Applications user name and password, consult
your system administrator.

Oracle Applications security is based on your Oracle Applications user name.
Your user name connects you to your responsibilities, which controlsyour
access to applications, functions, reports, and data.

(Help) Oracle Applications User’s Guide > Getting Started > Starting Oracle
Applications > Starting and Logging On
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Personal Homepage to Applications

Personal
Homepage

Forms-based Self-Service
applications applications
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The Personal Homepage

After you log on to Oracle Applications, a Personal Homepageis
displayed.
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Responsibility Relationships:
Many to One

Accounts

Payroll
Payable
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Selecting a Responsibility

Once you have used the logon form to begin the logon process, you
must tell the system what type of access you will beusing. A
responsibilityis a set of data, menus, and formsthat defines your
particular level of authority while using the system. For exampl e,
you would want the Accounts Payable department of your
company to accesstheinvoice forms of the system, but you would
not want them to be able to access any payroll infor mation.
Another exampleisthat the controller of a department would
want to have accessto all the data that hisor her employees can
use, so the controller would want accessto both accounts payabl e
and payroll information.
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Responsibility Relationships

Responsibility
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One to many
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Responsibility Properties

Thefollowingisalist of thetypes of responsbilities and their particular
propertiesthat can be defined in Oracle Applications by your system
administrator:

A specific application (or applications), such as Oracle General
Ledger.

A set of books, such as Vision Operations or Vision Corporation or
an organization, such as Vision Services or Vision Distribution.

A restricted list of windows to which you can navigate. For
example, aresponsibility may alow certain Oracle Financias users
to enter invoices, but not to enter suppliers (vendors) or customers.

A restricted list of functions you can perform. For example, two
responsibilities may have access to the same window, but the
window of one responsibility may have additional functional
buttons.

Reports in a specific application. Y our system administrator can
assign groups of reports to one or more responsibilities, so the
responsibility you choose determines the reports that you can
submit.
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Choosing a Responsibility
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Responsibility Assignments

Each user hasat least oneresponsibility and several userscan
share the sameresponsibility. Your system administrator can
assign you any of the standard responsibilities provided with
Oracle Applications, or create custom responsibilitiesfor you. If
you have only one responsibility with one function, and only one
region on your Personal Homepage, you will go directly to that
function.

Click on theunderlined link in the Application section to select
your responsibility.
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Navigator Window

The Navigator window displaysthe name of the responsibility you
select in thetitlebar.

Use thiswindow to navigate to a form so you can perform a
specific business flow. You can navigate to theformsthat are
displayed in a navigation list on the left side of the Navigator
window.

You can click on thetabsto access different regions.
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Navigator Region Tabs

Region Tab Description

Functions Displays the forms that you can
navigate to in a navigation list
on the left-hand side of the
Navigate window.

Documents Displays links to documents that

you have created.

Processes Displays a visual map of a
business process.
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Using Region Tabs

The Functionstab displays all of the applications functionsthat you can access for the
responsibility that you selected.

If you have a document, such as a particular purchase order, invoice, or sales order
that you want to access later, you can create a link to the document using the
Navigator's Document feature.

The Navigator’s Document feature allows you to create as many links as you want and
save them in the Documentsregion of the Navigator window. When you use alink to
open a document, Oracle Applications opensthe document in the appropriate form
window. You can access the Document region using thetab control.

The Processes region of the Navigator (the “Process Navigator”) automates business
flows across Oracle Applications forms. It allows you to model and execute complex
business processes through an easy-to-use, graphical user interface. The business
processes enabled through the Process Navigator can cross product boundariesand
include complete business cycles.

The Process Navigator guides you step-by-step through each required function in a
business process. I n addition to providing a visual map of a business process, the
Process Navigator can launch the appropriate Oracle Applications formsor standard
reportsat each step.
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Expanding or Collapsing
the Navigation List

®* Choose one of the following methods to expand
an item to its next sublevel form:

— Double-click the item.
— Select the item and
choose Open. > [Ll
— Select the item and
+
choose Expand. > J

* To collapse an expanded item, ——y
select the item and choose Collapse. ﬂ
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Using the Navigation List

Each user can accessthe Oracle Applicationsformsin several
ways so that they can use the system quickly, according to their
own computer style. Usethevarious buttons on the Navigator to
manipulatelist items.

Navigating Oracle Applications Release 11i - Course Introduction Page 13




Expanding or Collapsing Several Items

* To expand or collapse several items at once,
choose one of the following buttons:
— Expand All Children expands all the +,
sublevels of the currently selected item. ——
— Expand All expands all the sublevels of &
all expandable items in the navigation 4
list.

— Collapse All collapses all currently
expanded items in the navigation list.

'
[
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Using the Navigation List (continued)

Click any of these buttonsto expand or collapse several items
listed on the Navigator Menu. These functions are also availablein
the Toolspulldown menu.
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Logging Off of Oracle Applications

* (M) File > Exit Oracle Applications

® Use this method so that your username is cleared
from system access.

Eile Edit View Foldzr Tools Window Help

S sion Operations (USA

Save and Proceed
[ext Step

Export

Flace on Mayvigator

Log on as a Different User... _

Switch Responsibility...

ts | Processes

ailability
Print...

Close Earrm
le Applications
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Exiting Oracle Applications

(M) File> Exit Oracle Applications, to log off the system. It is
important to exit the system in thismanner, rather than any other,
asthisistheonly way to ensurethat your user nameis cleared
from system access. You can also closethe MDI window.

Navigating Oracle Applications Release 11i - Course Introduction Page 15




Summary

In this lesson, you should have learned how to:

Log on to Oracle Applications

Select aresponsibility

Use functionality of the buttons and tabs that
appear on the Navigator window and other forms

Describe the uses of the various components of
an Oracle Applications form

Log off of Oracle Applications
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Practice Overview

In this practice you will:

® Logonto Oracle Applications

®* Choosethe Training Administrator responsibility

®* Use buttons on the navigator to view the functions
* Log off of Oracle Applications
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Practice Instructions

®* Logonto Oracle Applications using the user name
and password supplied by the instructor.

®* Choosethe Training Administrator responsibility
link on the Personal Homepage.

* Take about five minutes to familiarize yourself with
the Navigator window and experiment with the
functionality of the buttons discussed earlier in
this lesson.

* EXxit Oracle Applications properly when you are
finished so you will not permit unauthorized
access to another user.
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Practice Solution

* Follow the directions that the instructor gives you to access
Oracle Applications or type “HRMS” in the User Name field
and “WELCOME” in the Password field.

* When you are finished entering your user name and password,
click Connect.

* Verify that the Personal Homepage appears similar to the one
displayed in the next slide.

» Choose Training Administrator from the list using one of the
following methods:

Usethe [Tab] key to go down the list and select
Training Administrator and press [Enter] on your
keyboard.

Use your mouse to select Training Administrator.
* The Training Administrator Navigator window is displayed.
* (M) File > Exit Oracle Applications
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Using Forms and Menus
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Lesson Objectives

After this lesson, you should be able to:

® Open aform from the Navigator window

* Define basic form terminology and characteristics
®* Use the Applications toolbar

* Discuss keyboard shortcuts

®* Use various menu options

® Change your password

®* Change your security access by switching
responsibilities
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Lesson Overview

Thislesson discusses using forms and menus from the Navigator
window. Form terminology, the Applicationstoolbar, and
keyboard shortcutswill be explained to enable you to move
quickly within Oracle Applicationsforms. You will also learn how
to change your security access and password.
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The Navigator Window

Usethe Navigator window to navigateto aform that letsyou
perform a specific business activity. The Navigator window is
always present during your session of Oracle Applicationsand
displaysthe name of your current responsibility in itswindow title.
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Form Terminology

Menu bar

MDI window
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Copyright O Oracle Corporation, 2000. All rights reserved. ORACLE

Form Terminology

Oracle Applications Release 11i works specifically in a Web-enabled
environment. It isimportant to under stand the terminology of the components
within an Oracle Applications form. Common termsused in Oracle
Applicationsforms are listed below.

Menu bar—Use pull-down menus from this menu bar to navigate or perform
actions within aform

Window—An area wherethe user interactswith an application (Many
windows can be open at onetime and you can access these “ overlapping”
windowsto perform data entry or data sear ch activities)

Window title—Text in thetitle bar that indicates the name of the window, and
usually, context information pertinent to the information in that window

MDI window—A master container window that houses all windows, toolbars,
and application windows

Tool tips—I conic bubble help that you can use to determine the function of a
button on the toolbar
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Form Terminology

Check Interval |
End Date _ Last Checked

SELECT COLUMH HAME INTO &OUTPUT1 FROM TABLE HAME

Button
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Form Terminology (continued)

Region—A logical grouping of fields set apart from other fields by
a box outline

Region tab—A collection of regionsthat occupy the same spacein
awindow whereonly oneregion can be displayed at atime

Field—An areain awindow that displays data or enablesyou to
enter data

Button—A graphic element that initiates a predefined action when
you click it
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Form Terminology
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Form Terminology (continued)

Option button—A button that indicates an individual selection is
available within an option group

M odal window—A window that requiresyou to act on its content
before continuing

Scrolling region—A region, containing a scroll bar, in which to
view other fields

Block—An area of information relative to a specific business
function or entity
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Form Terminology
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Form Terminology (continued)

Record or Row—A set of oneor morerelated dataitemsfrom a
table or view that are grouped for processing

Check box—A box in which you can toggle between an on/off or
yes/no state for a particular value

L OV icon—An icon that you can click to display a list of values
(LOV) for thecurrent field

Poplist—A poplist letsyou choose a single value from a short list
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Terminology Review Questions

1.
17/MAY/2001 14:29:26
Future and Current - 5
O
2.
preTETETTe 3 Revision
_ | Component | Uom Gy
4,
]| A A N
Substitutes Designatars Elements Bill Details Bevisian
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Practice Instructions

L abel the numbered boxesin theslide.
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Terminology Review Solution

1.LOV
17/MAY/2001 14:29:26
Future and Current - 5 BIOCk
O
2. Record
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Field Colors

Field Color Description

White Allow data entry

White with green text | Indicate drill-down capability

Yellow Require data entry

Gray with black text Are display only

Blue Indicate fields to use in Query-
Enter mode
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What Field Colors Indicate

Each block containsfields you useto enter, view, update, or delete information.
A fied prompt describes each field by telling you what kind of information
appearsin thefield or what kind of information you should enter in thefield.
Fieldsare color coded to indicatetheir type asfollows:

White Fidlds—allow data entry

White Fields with Green Text—indicate drill-down capability
Ydlow Fidds—requiredata entry

Gray Fieldswith Black Text—are display-only

Blue Fidds—indicate fidlds to use in Query-Enter mode

Theterm field generally refersto atext field, an areain a window that either
displaysdata or allowsyou to enter data. However, afield can alsoincludea
button, check box, option group, or poplist.
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The Toolbar

» Edit Field
e Save e ZOOM
* Next Step * Translations
Tool * Print » Attachments
tip e Close Form * Folder Tools
% %

QG oSP  RODDER]SE]

* New e Cut Help
e Find * Copy
* Show » Paste
Navigator » Clear Record
* Delete
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Using the Toolbar

Thetoolbar isa collection of iconic buttons, wher e each button
performs a specific action when you chooseit. Each toolbar button
replicates a commonly-used menu bar item. Depending on the
context of the current field or window, a toolbar button can be
enabled or disabled. You can display help or atool tip for an
enabled toolbar button by holding your mouse over the button.
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The Toolbar Icons

* New
* Find
» Show Navigator
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New

Createsanew record in the active form.
Find...

Displaysthe Find window to retrieverecords.
Show Navigator

Displays the Navigator window.
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The Toolbar Icons

745 A P
e Save
* Next Step

e Print
e Close Form
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Save

Saves any pending changesin the active form.

Next Step

Updatesthe Process wor kflow in the Navigator by advancing to
the next step in the process. It also saves any pending changesin
the active form.

Print

Printsthecurrent screen that thecursor isin. In somecasesit may
print areport associated with the current data.

Close Form

Closes all windows of the current form.
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The Toolbar Icons

28 [ B x
I

e Cut

 Copy

Paste

Clear Record
Delete
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Cut

Cut the current selection to the clipboard.

Copy

Copiescurrent selection to the clipboard.

Paste

Pastesfrom the clipboard into the current field.
Clear Record

Erasesthecurrent record from the window.
Delete

Deletesthe current record from the database.
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The Toolbar Icons

» Edit Field Help
e ZOOM

* Translations

» Attachments

* Folder Tools
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Edit Field...

Displays the Editor window for the current field.

Zoom

I nvokes custom-defined Zoom (drilldown behavior).

Trandations...

Invokesthe Trandations window (if multiple languages are installed).
Attachments...

Invokesthe Attachments window. If one or more attachments already exist, the
icon changesto a paper clip on a piece of paper.

Folder Tools
Displaysthe folder tool palette.
Window Help

Displays help for the current window.
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Toolbar Review
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Practice 2 Instructions

L abel thetoolbar icons.
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Toolbar Review Solutions

1. Find|| 3. Save 5. Close

form

HY2YQ I G ogP I RODERI LD 2 51 2

2. Show
Navigator

6. Clear

4. Print
record
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Keyboard Shortcuts

(M) Help > Keyboard Shortcuts

Function

Block Menu

Clear Block F7

Clear Field F5

Clear Farm Fa

Clear Record F&

Cammit Cirl+5
Zount Query F12

Delete Record Clrl+Lp
Display Error Shift+Ctrl+E

Cumnaden

1

Copyright O Oracle Corporation, 2000. All rights reserved. ORACI—E

Using Keyboard Shortcuts

Experienced Oracle Applications user s can bypassthe menu by
using a keyboard shortcut, a specific combination of keystrokes
that performsthe samefunction asa corresponding menu item.
Oracle Applications assigns many commonly used functions, such
asRun Query, Save, or Clear Record to keyboard shortcuts.

You can display alist of the keyboard shortcutsthat map to your
computer terminal'skeyboard at any time.

Todisplay alist of keyboard shortcuts:
(M) Help > Keyboard Help...

When you finish scrolling through thelisting, click OK to closethe
window.
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Menus and Special Areas

Egg Oracle Applications - ¥izion Corporation -10] x|
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Using Menus and Other Areas

Oracle Applications use a M ultiple Document Interface (MDI). All
windows ar e displayed inside a single container window, with a
single toolbar, menu, message line, and statusline attached tothat
window. The message line displays pertinent infor mation for
processing your form. The statusline displays status infor mation.

The pulldown menu bar includesthe following menus: File, Edit,
View, Folder, Tools, Window, and Help.

Use these menusto navigate through a form, to edit or retrieve
data, or to perform various other actions.

In addition to the pulldown menu, you can access the following
menu items by right mouse clicking on an item: Cut, Copy, Paste,
Folder Menu, and Help.
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File Menu

For a complete description of all menus go to:

(Help) Oracle Applications User’s Guide > Getting
Started > Using Menus

File menu ’ File 'Edit Wiew Fuojd=p Tot

[ ey
QOpen

Save

Save and Proceed
[Wext Step

Export

Flace on Havigator

Log on as a Different User...
Switch Responsihility...

Print...

Close Farm
Exit Qracle Applications
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Using the File Menu from the Menu Bar

New—Creates a new record in the active form.
Open—Opensthedetail screen for the current selection.
Save—Saves any pending changesin the active form.

Save and Proceed—Saves any pending changesin the active form and
advancesto the next record.

Next Step—Updatesthe Process workflow in the Navigator by advancing to
the next step in the process.

Export—Exports information in your current form to a browser.

Place on Navigator—Creates an icon in the Documentstab of the Navigator
which can be used to recall the active form and its current record.

L og on as a Different Use—Allows you to log on to Oracle Applications again
asadifferent user.

Switch Responsibility—Allows you to change the responsibility in effect for
your current log on.

Print...—Printsyour current window. An application may override this action
toinstead allow printing of one or mor e specific reports.

Close Form——Closes all windows of the current form.
Exit Oracle Applications—Quits Oracle Applications.
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Edit Menu

Edit [Wiews Fall

Undo Typing

Zuf

SOy
FPaste
Duplicate 3

Clear 3
Delete

Select Al
Deselect All

Edit Field...
. Freferences »
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Using the Edit Menu from the Menu Bar

Undo Typing—Undoes any typing donein afield beforethefield is exited andreturns
thefield to the most recent value.

Cut—Cut the current selection to the clipboard.

Copy—Copy the current selection to the clipboard.

Paste—Paste the contents of the clipboard into the current field.

Duplicate Record Above—Copies all values from the prior record to the current
record.

Duplicate Field Above—Copiesthe value of the current field from the prior row.
Clear Record—Erasesthe current record from the window.

Clear Field—Clearsthe data from the current field.

Clear Block—Erasesall recordsfrom the current block.

Clear Form—Erases any pending changes from the current form.
Delete—Deletes the current record from the database.

Select All—Selectsall records (for blocks with multi-select).

Deselect All—Deselects all selected records except for the current record (for blocks
with multi-select).

Edit Field...—Displaysthe Editor window for the current field.
Prefer ences Change Passwor d—Displays the Change Password dialog box.
Prefer ences Profiles—Displays the Profiles window.
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View Menu

Yiew PRmldze Tools

Show Mavigator
walla] ]

Find...
Find All
Query By Example »

Record 3

Translations...
Aftachrments...

surmmansDetall

Requests
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Using the View Menu from the Menu Bar

Show Navigator —Displays the Navigator window.
Zoom—Invokes custom defined zooms.
Find...—Displays the Find window to retrieve records.
Find All—Retrievesall records.

Query by Example Enter —Invokes'Enter Query' modeto enter search criteriafor a
query-by-example.

Query by Example Run—Executes the quer y-by-example.

Query by Example Cancel—Cancels the quer y-by-example by exiting from 'Enter
Query' mode.

Query by Example Show Last Criteria—Recoversthe search criteria used in the
previous query-by-example.

Query by Example Count Matching Records—Countsthe number of recordsthat
would beretrieved if you ran the current query-by-example.

Record First—M ovesthe cursor to thefirst record.
Record Last—Movesthe cursor to thelast record.

Translations...—Displays the Translations window.
Attachments...—Displays the Attachments window.

Summary/Detail—Switch between the summary and detail views of a combination
block.

Requests—Displays the Request window.
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Folder Menu

Folder [ Taaols Wi

ey,
open...
Save
Save As..
Delete..

Show Eield...
Hide Field

hlowe Right
hlove Left
flawe Wp
flmve Ciown

Widen Field
Shrink Field
Change Prompt...
Autosize All..

Sort Data...
Wiew Query...
Reset Gluery

Folder Tonls
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Using the Folder Menu from the Menu Bar

For some forms, you can personalize the presentation of data within a
form by using a folder definition. With a folder definition you can
modify the width, sequence, and prompts of the fields you want to
display. Additional featuresof a folder definition are:

Displaying only thosefields you areinterested in viewing
Displaying a subset of records based on your specific criteria

Automatically querying for a subset of records each time you open a
specific folder

Keeping your folder customizations private or making them public for
othersto use

Making your customizationsthe default layout for afolder

Note: Using Foldersis covered in detail in the upcoming lesson
“Customizing the Presentation of Data.”
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Tools Menus

Tools Pindow  Help Tools Aindoe Help Tools Piindow Help
Define Tax Exemptions Warkflow Maonitar Expand
Banks YWorkflow Status Collapse

Bricing Debug

Expand Branch
[ Auto Schedule . =

Expand All
Jser Sets
) . Collapse All
[~ Show Line Details
[tern Search Add to List
Quick Custormer Entry Eermavefrom List
EEbL}I{g.L' p Function List
reate Hold Source Top Ten List
hass Change
Scheduling [T Close Other Eorms
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Using the Tools Menu from the Menu Bar

The Tools menus may contain up to fifteen product-specific
entries. Examples of product-specific entriesmay include a list of
commonly used Inquiry windowsin the application, or a
commonly used window that a user may want to display for a
quick reference.

In some applications, up to two additional menus may appear
after the Tools menu. These menus are usually labeled “ Reports’
and “ Actions’, but may be different depending on the products
that are being used. Like the Tools menu, these menus each allow
up to 15 product-specific entries.
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Window Menu

Window "Help

Cascade
Tile Horizontally
Tile Yerically

w1 MNavigator - Order Entry, Yision Operations (LISA)
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Using the Window Menu from the Menu Bar

Cascade—Displays any open windowsin a" cascaded" or stair-
stepped fashion.

TileHorizontally—Displays any open windowsin a horizontally
"tiled" (non-overlapping) fashion.

Tile Vertically—Displays any open windowsin a vertically " tiled"
(non-overlapping) fashion.

1 (Title of Open Window)—Displaysa list of open windowstitles
in theorder in which they are stacked.
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Help Menu

Window Help
Oracle Applications Librany
Kevboard Help...

Diagnostics 3

Eecard Histary
About Oracle Applications..

Copyright O Oracle Corporation, 2000. All rights reserved. ORAC'—E

Using the Help Menu from the Menu Bar
Window Help—Displays Help for the current window

Oracle Applications Library—Displays a window that lists all
available Oracle Applications Help text

Keyboard Help...—Displaysthe current mapping of specific
functions and menu options

Diagnostics—T her e are multiple Diagnostics menus used for
coding and debugging.

Record History—Displaysinformation about who created and
updated the current record.

About Oracle Applications—Displays infor mation about the
current window and application
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Commonly Used Commands

* File > Save

* File > Exit Oracle Applications

* File > Switch Responsibility

* File>Close Form

* Edit > Preferences > Change Password
* View > Find

* View > Query By Example

* Help > Window Help

* Edit > Clear Record

Copyright O Oracle Corporation, 2000. All rights reserved. ORAC'—E

Navigating Oracle Applications Release 11i - Course Introduction Page 45




Review Question

Which of the following commands will not save a
record?

1. Save toolbar icon
2. (M) File > Save
3. Next Step button

4. Icon with two plus signs
5. [Ctrl] +[S]
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Practice 3 Instructions

| dentify which command will not savearecord in aform.
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Review Solution

Which of the following commands will not save a
record?

1. Save toolbar icon
2. (M) File > Save
3. Next Step button

4. Icon with two plus signs
5. [Ctrl] +[S]
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Changing Your Password

£ Password Update
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Password Update

Y ou can change your password at any time during your session. It
will bein effect the next timethat you log on.

How to Change Y our Password
(M) File > Preferences > Change Passwor d

Enter your old and new passwords and click OK.
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Switch Responsibility

Responsibilities

Find E
Responsihility

Ak Developer

AR Archive Purge User G|
AR Trade Accounting

AX AR heta9 Main S0OB-USD
A AR hetal Repl SOB-EUR
A AR hetal Rep2 SOB-BEF
A CE heta Main S0B-USD
A Developer

A General Ledger User

A Payables Supervisar

A Pavables User

Advanced Supply Chain Planner
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Responsibilities

Y ou can switch your responsibility at any time during your
session. You can then access functions pertinent to that
responsibility

How to Switch Y our Responsibility

(M) Edit > Switch Responsibility

Select a new responsibility from thelist of valuesand click OK.
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Demonstration

®* Changing your password
® Switching responsibilities
* Logging on again
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Summary

®* Opening aform

* Form terminology and characteristics
® Using the Toolbar

® Using keyboard shortcuts

* Using Menus

®* Changing your password

e Switching your responsibility
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Practice Instructions

®* Log on using the user name, password, and
responsibility that your instructor gives you.

® Change your password to STUDENT.
® Switch responsibilities to any other responsibility.
* Log on again using your new password.

\%\

N~
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Practice Solution
* Change your password

(M) File > Preferences > Change Password,
enter STUDENT twice to confirm it.

* Switch responsibilities

(M) File > Switch Responsibilities, select any
responsibility from the list and click OK.

* Log on again

(M) File > Log on as a Different User, enter the
same user name you have been using and your
new password.
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Entering Data Using Forms
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Lesson Objectives

After this lesson, you should be able to:
* Create and delete records

®* Usealist of values (LOV)

®* Use acalendar to enter dates

®* Use the editor

®* C(Clear datafrom aform

®* Duplicate data from another record

* Save edits to the database
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Entering Data Using Forms

Thislesson illustratesthe many functionsthat are availableto you
while performing data entry within Oracle Applicationsforms.
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Creating New Records

(M) File > New
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Creating aNew Record

When you add a new record to the database, Oracle Applications will move the current
record down and insert a new blank row. You add a new record by entering
information into this blank row. In most screensyou are automatically on a new
record when the form is opened, so you can just start entering theinformation.

After you finish entering the data for your new record, you must remember to click
Save so that your newly added information will be written to the database. If you enter
five new blank rows of information but do not click Save when you are finished, none
of this newly added information will be updated in the database (the system will
prompt you to save before you exit).

How to Create a New Record

(M) File> New. Or, click the New icon on the toolbar.

You can also pressthe down arrow on your keyboard to insert a bank row, if you are
not in atable on the form. Additionally, some applications have a button labeled New,
and clicking it will insert a blank row.

Type the new information into the blank row.

(M) File> Saveor click the Saveicon to save the new record.
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Deleting Records

Delete

(M) Edit > Delete
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Deleting a Record from the Database

If you want to delete arecord from the database, you must first
display therecord on your form and then click the Deleteicon.

Note: Thisoption isnot always available. For example, in Oracle
Applicationsyou cannot delete a customer once they have been
entered; you can only inactivatetheir status.

If you do not Savethisnew changeto the database, therecordis
not truly deleted (the system will prompt you to save before you
exit).

How to Delete a Record

(M) Edit > Delete, or click the Deleteicon.

(M) File> Saveor click the Saveicon.
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Using a List of Values

I Click the LOV icon
|| __________________________________________ “| = in thefield

_> Application Description
) T Another custom applicatain Demao Demo Demo Demo Demao -
The ||St Of @Financials Intelligence Financials Intelligence

Val |d Val ues @0racle Manufacturing Scheduling Oracle Manufacturing Scheduling

. . Application Implementation Application Implementation

IS d IS p l ayed Application Object Library Oracle Application Ohject Library
Application Report Generator Application Report Generator
Application Wtilities Oracle Application Uilities
Applications DBA Applications DBA
AsialPacific Localizations Oracle AsialPacific Localizations
CRL Financials CRLFinancials
CRL Financials Assets CRL Financials - Assets -
4 |
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Using the LOV

TheList of Values (LOV) featureisvery useful while entering data
in Oracle Applications. It providesyou with a powerful, easy-to-
use data entry method that increases your accuracy and
productivity. Using the LOV makes data entry an easy task for
novice users, and experienced users can enter correct datawith a
minimum number of keystrokes.

Oracle Applications notifiesyou when alist of acceptable input
valuesisavailablefor afield by displayingtheList iconin the
field. When you display alist, the values appear in a window with
atitlethat describesthe contents.

By usingthe LOV feature, you can save time and enter data
quickly without having to memorize or look up valid data for each
field. You can choose data from an online list of valid input choices
whenever you want. Additionally, you arerelying on Oracle
Applicationsto validate your input since you will know right away

if your entry does not match an option from theLOV.
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LOV Shortcuts

* AutoSelection

®* List Search

®* Long-List Fields
* Power List
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Choosing a Vaue from a List

To choose avaluefrom alist for afield click the LOV icon in thefield to
display alist. If you do not want to view the entirelist selection, you can
reduce thelength of alist, or select directly from thelist by using some
of the methods described below.

» Without clicking in the Find field (see screen shot above), type the first
character(s) of avalueto reducethelist to only those valuesthat match
the charactersyou enter. Thisisalso known as AutoSelection.

* Search for a value by clicking in the Find field, then enter your search
criteriain the Find field and click the Find button.

» Select a value directly from thelist by using the mouse to scroll
through thelist and then double-click the value to chooseiit, or click
once on the value and then click OK to choose it.

Once you choose a value, the list window closes and inserts thevalueinto
thecurrent field. To close a list window without choosing a value, select
Cancdl.
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AutoSelection and List Search

Groups o)

Furchasing
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AutoSelection

Using thelist of valuesfeature called AutoSelection you can select a valid name from
thelist with a single keystroke. When you display the list window, you can typethefirst
character of the name you want in the Find field. If only one choice begins with the
character you enter, AutoSelection selectsthe choice, closesthelist window, and enters
the value in the appropriate field.

List Search

You can use the AutoReduction featureto reduce a list when you know the first few
characters of your name selection. If you do not know theinitia characters of your
choice, but do know that your choice contains a certain word or set of characters, you
can perform alist search toreduceallist.

In thelist window, enter any group of charactersas search criterion in the Find field
and click the Find button. You can use wildcard characters such asthe percent sign
(%) which represents any number of characters, or an underline (1), which represents
asinglecharacter in your search criterion.

For example, to reduce alist to only those choicesthat contain the phrase “ schedule,”
you would type%schedul e%in the Find field and click Find. In any of these list
search queries, it does not matter whether you use upper case or lower case letters as
the search isnot case sensitive. Oracle searchesall of the columnsin thelist.
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Long-List Fields

cinc S

Supplier |Number |0n Haold
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Long-List Fields

If afield hasa“long-list” —that is, a list of more than 100 values—when you try to
display the LOV, Oracle Applications will display a window where you can enter list
reduction criteria.

Becauseit takeslesstimeto display areduced list than a completelong-list, Oracle
Applications prompts you to enter thefirst few charactersthat occur in your value of
interest to reduce the complete list. However, to view the entirelong-list, enter the
percent sign (%) at the prompt and all of the values will be displayed.

Note: To avoid excessive network traffic and reduced performance, try to enter specific
criteria, other than just a percent sign (%), whenever possible.

Power List

The Power List feature provides an even faster method of data entry. If afield displays
alList icon and you know the value you want, simply enter the first few characters of
thevaluein thefield and press[Tab]. Power List will complete the entry for you. You
can also include wildcard characterswith your entry. You do not need to display the
list window. If more than one value matches the character s you specify, a list window
containing those values is displayed. If no values match the charactersyou enter, alist
window containing all the values appears.
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Using Calendars

Choose a Choose a
month year
Choose a
day

17 18 19

24 23 26
N 12
i 8 9

11/MAY 2001
~fjoo ~/EFVI I
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Choosing a Date in the Calendar Window

Valuesin a datefield can betyped directly or you can use a caendar to enter a
valid value in a date field if thefield displaysthe List icon. If your date field
supportstime, you can also use the Calendar window to choose a valid time
with the date.

1. Put your cursor in a date field.

2. Click the List icon to display the Calendar window. The datevalue that
appears below the calendar is called thesdected date, which isether the value
already in thefield, the default value of the field, or the current system date.
3. Click on a date.

Note: Disabled buttons that show dimmed text represent invalid days,
which cannot be chosen. Similarly, if adate field is display only, you can
display the Calendar window for the field, but you cannot change the date
shown on the calendar.

4. Click OK to accept the selected date and close the window.

5. Click Cancel if you want to close the window without choosing a date.
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Calendar Time

2= Calendar

BB may 20 1KY

S 0M

Choose an
hour, minutes, —>»
and AM or PM
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Choosing a Time in the Calendar Window

1. Follow steps 1 through 5in the section Choosing a Datein the
Calendar Window to choose a date. If the current field supports both
date and time, the Calendar window reveals additional timeitems.

2. Click the hour or minute pop-up list icon to choose a time value. The
minute pop-up list displays twelve values between 00 and 55 at 5-minute
increments.

Note: If avalue dready exists in the current date and time field when
you display the Calendar window and the minute value is not a 5-
minute increment, the minute pop- up list displays 13 vaues to
include the minute value displayed in the field.

3. Check AM or PM.
4. Click OK to accept the selected date and time and close the window.

5. Click Cancel to close the window without choosing a date or time.
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Using the Editor

Update or edit scrollable
fields easily

Search for and replace
contents of fields

'Search.lﬂerllace e e e e e e e e e e e e e e e e e e e e e e e X

Search for:

Replace with:
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Editing aField

You can display an Editor window to view, enter or update the ertire contents
of atext field. The Editor window is especially useful for editing long text fields.
A scrollable text field isa field in which the actual content islarger than what is
displayed, but you can view the contents by scrolling through the field.

How to Use the Editor Window
(M) Edit > Edit Field.

You can enter anew valueor edit the existing valuein the Editor window. If
the current field is a display-only field, then the Editor window appearsin
display-only mode.

You can also use the Editor window to search for a phrase and replaceit with
another phrase. Click the Search button in the Editor window to display a
Sear ch/ Replace window. Then, enter a value in the Search For field, and enter
the other valuein the Replace With field. Click Search to search for the value,
or click Replace or Replace All to search for the value and replace the first
occurrence or all occurrenceswith your new value, respectively.

Onceyou are satisfied with the value in the Editor window, click OK to close
the window and insert the valueinto thefield.
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Clearing Data

(M) Edit > Clear > Record
(M) Edit > Clear > Field
(M) Edit > Clear > Block
(M) Edit > Clear > Form
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Clearing Datafrom a Form

You can clear data from the screen at almost any time. Typically,
you will usethisfeaturewhen you start to enter dataintoafield
and then change your mind. Oracle Applicationswill think you ar e
in the middle of processing a record and may not proceed with
your next task until you clear thefield.

The data you clear issimply erased from the screen and not
deleted from the database.

Note: If the datais new and has never been saved to the
database, it will be lost permanently when you clear it from the
screen.

(M) Edit > Clear, and then choose the appropriate option, to clear
afield, record, block, or form.

You can also clear some or all data from afield by highlighting the
data and choosing

it>
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Copying Data from a Record

Check your data because not all fields always copy!

[Item number ][ Quantity ][ Price J[ Discount % J

[Item number ][ Quantity ] [ Discount % ]
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Duplicating Data from a Previous Record

To savetimeduring data entry, you can duplicate data from a previousrecord
if much of the data needs to be repeated again in the new record. You can use
Cut, Copy, and Paste from the Edit menu or you can use the following
techniques:

Copying a Fidd Value from the Previous Record

1. Enter anew record or query an existing record in your form.

2. (M) File> New or click the New icon to insert a new record after the
existing record.

3. Place your cursor in the field whose value you want to duplicate.

4. (M) Edit > Duplicate Field Above, to copy the field value from the
previous record into the current record.

Copying All Fidld Values from the Previous Record

1. Follow Steps 1, 2 above.

2. (M) Edit > Duplicate Record Above, to copy all field vaues from the
previous record into the current record.

Note: Depending on the record storage in the database and relevant
database tables, not all fields may be copied when using this festure. Be
sure to check your new record carefully before you assume dl fields have

been copied into the new record. This feature may not be enabled in some
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Saving a Record

Save

&

(M) File > Save
(M) File > Save and Proceed
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Saving Y our Work

When you save your work, Oracle Applications updates the underlying
database with the work you have done since you last saved your changes
and then informs you that the transaction is complete. Saving your work
issometimes referred to ascommitting a change or committing a
transaction.

Oracle Applications always validates your work upon saving it. If any of
the data you enter isinvalid or missing, Oracle Applications displays a
message describing the problem and does not save the data.

To save your work, use any of the following methods:

(M) File > Save.

(M) File > Save and Proceed. Thiswill save any changes you
have made to the current window and move to the next
record (new or existing) so you can enter another transaction.

Click the Save button in the Toolbar.
Use keyboard shortcut [Ctrl] + [S].
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Summary

* Creating and deleting records

® Using alist of values (LOV)

®* Using a calendar to enter dates

®* Using the editor

®* C(Clearing datafrom aform

® Duplicating data from another record
e Saving edits to the database
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Guided Practice Overview

In this practice you will use various techniques to

enter data using forms.

* Using the System Administrator responsibility,
you will add a user name for a new employee at
your company.

* Usethe LOV feature to enter default values for all
required fields.

* Use the calendar to assign effective dates for the
responsibilities that you assign.

Note: The purpose of this practice is to familiarize
you with actual data entry in a form, not to teach you
field values in the System Administration forms, so
the default values that you select for the required

fields do not matter.
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Guided Practice Instructions

®* Access Oracle Applications using the System
Administrator responsibility.
(M) File > Switch Responsibilities, select System
Administrator from the list and click OK.

* Atthe Navigator window, select Security > User >
Define.

* Enter the new user name. For this practice, your
new username will be “<your name> New
Employee”. For example, “Deborah New
Employee”.

* Inthe Description field, use the editor to enter a
long description of your user.

* |nthe Password field, enter “welcome”. ,,
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Guided Practice Instructions

®* Go to the Responsibilities tab and use the LOV
and the calendar to enter default values for any
required fields.

* Remember to save your work.
* How would you delete this item?
* Log on again using the new user name.

* Be surethat the responsibilities that you assigned
appear in the Responsibilities list.
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Guided Practice Solution

- DEBORAH'S HEW EMPLOYEE
=i This employee is being created for

FC 05 -MAY 2000
18 09-MAY 2000

Responsibilities
. -~ Effective Dates
Security
~ Responsibilit Application Group Fram To
ehne edge Oracle General Ledt|Standard 08-MAY-2000 09-MAY-2000

You cannot delete a user name, but you can set the

To Effective Date to deactivate the user by a certain date.
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Searching for Data Using Forms
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Lesson Objectives

After this lesson, you should be able to:
®* Use the Find window to perform a search
e Search data using Query By Example

* Include wildcards and query operators in your
search criteria

* Identify the difference between Find and Query
mode

* Review records retrieved from a search
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Lesson Overview

Oracle Applications provides you with easy-to-use search
capabilitiesto access application information. Thislesson
demonstrates how toretrieve, view, and maintain data within
Oracle Applicationsforms.
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Searching for Information
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Basic Business Needs

In Oracle Applications you can quickly retrieve and review all available
information in your database without having to remember the information
displayed in the windows, or without having to print lengthy reportsto seethe
data. Instead, you can smply run a sear ch to obtain the information you want,
and then review the data online in the same window you used to enter the data.

By using the query function in Oracle Applications, you can satisfy the
following information sear ch needs.

Gain ingtant, online access to al of your application information.

Y ou can find information quickly and easily, without having to use
acomplex query language.

Search for a specific record or for agroup of records based on
criteriayou enter. Y ou can retrieve thisinformation directly,
without having to review all the information in your application
database.

Search for information using criteria of different types or lengths,
including a single |etter, a single word, or a group of characters, or
anything else you want to enter.

Find out how much information is available that matches your
search criteria before a search for asingle piece of information

o P/ields 10,000 responses. _
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How to Use Find Mode

Click on the Find icon on the toolbar
Specify your search criteria

Click the Find button on the Form
Review the retrieved records

DN e
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Using Find Mode

To search for recordsin your current block or window, usethe
Find window. The Find window containsfieldsfor entering search
criteria. Thesefields are specific to the current block and often
validate the search criteriayou enter against alist of valid values.

Generally, a Find window isdisplayed for those blocksthat have
many recordsor for those blocksthat can be best sear ched using
criteriain morethan onefield.
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Using the Find Window

== Find Journals

Batch
Journal search
Source Period Cl’ltel’la

Category Currency

Status Control Total

Fosting Batch
Funds Journal |

Click the
Find button

(M) View > Find
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Using the Find Window
1. (M) View > Find or click the Find icon on thetoolbar.

2. Enter your search criteriain theappropriatefieldsof the Find
window.

If afield does not provide alist of values for you to choose
from, you can enter wildcard characters (% and -) in the search
phrase. Y ou cannot, however, use query operators (such as >, <,
and so on) in a Find window.

3. Click the Find button to find any matching recor ds.

4. Click the Clear button to clear thecurrent search criteriafrom
the Find window so you can enter new search criteria.

5. Click the New button to enter a new record in your current
block if your search finds no matching records. Not all windows
support this.
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Specifying Complex Search Criteria

Initiate a
query

Perform a
custom search

Perform a Specify search
full search criteria
I %
Run query
I
Review
retrieved
records
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Using Query Mode

Toretrieve a group of recordsbased on more sophisticated search
criteriathan Find mode can achieve, you can use Query modeto
specify complex search criteriain most of the fields of your
current block. The search criteria can include specific values,
phrases containing wildcard characters, and phrases containing
query operatorsto help you pinpoint the data of interest.

In addition, if you do not actually need to retrievetherecordsin
Query mode, but only want to know how many records match
your search criteria, you can perform a query count to save
your self time.
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Using Query Mode

1. (M) View > Query By Example > Enter
2. Enter search criteria

3. (M) View > Query By Example > Run

4. (M) View > Query By Example > Cancel

YView Folder Tools Window Help

Show Mavigator
200

Eind...

Record y BUN

cancel
Translations... -
Atachments.. Shmn Last Criteria

Count Matching Records
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How to Use Query Mode

1. (M) View > Query By Example > Enter.

2. Enter search criteriain any of the queryable fields (indicated
by blue), using wildcard characters and query operators as
necessary. Y ou can also select

View > Query By Example > Show Last Criteriato display the
search criteriaused in your last search, if you performed one.

3. (M) View > Query By Example > Run to perform the search.

4. (M) View > Query By Example > Cancel to cancel from
Enter Query mode.

How to Obtain a Query Count

1. Perform steps 1 and 2 above.

2. (M) View > Query By Example > Count Matching Records
to display the number of records a Query By Example search
would retrieve.

Navigating Oracle Applications Release 11i - Course Introduction Page 78




Query Operators

Operator | Meaning Example

= Equal to ='Janet’ =107

I= Not equal to I=*Janet’ =107

> Greater than >99.1 > ‘Joan’
>= Greater than or equal to | >=55

< Less than <1000.00

<= Less than or equal to <=100

#BETWEEN | Between two values #BETWEEN 1 and 100
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Using Query Operators and Wildcard Characters

You can use any of the query operatorslisted in the table shownin
thedlide. You can also usethe percent “%” wildcard character to
represent any character or group of characters. For example, use
“Manuf%” torepresent Manufacturing, Manufacturer, and so on.
You can also usetheunderline” " character to represent any
single character. For example, “Product_" can represent
ProductA, or Product1.
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Query Versus Find

Query Mode Find Mode

Menu bar, [F11] Menu bar, Toolbar
Existing window Find window
Wildcards List of values
Query count No find count
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Query Mode

In Query mode, you can use the menu bar to access a query,
or you can use keyboard shortcuts, [F11] to enter a query,
and [Ctrl] + [F11] to execute a query.

Y ou use the existing window to prepare your search criteria
for the query. Y ou can enter specific information into any
field to narrow your search.

When using wildcards to prepare your search criteria, you
can use al query operators to narrow your search.

In query mode, you can check to see how many records
match your criteria even before retrieving the data that
matches your query.

Find Mode
In Find mode, you use the menu bar to access the Find
window, or you click the icon on the Toolbar.

Y ou use a new window, the Find window, to prepare your
search criteria.

The list of valuesis available in many fields in Find mode.

The Query Count feature is not available in Find mode.
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=3

Retrieved Records

Batch Status || Batch Mame Journal Name Period Journal Debit Journal Credit
Biunposted Utestanuj% |May.01 1,000.00 1,000.00 | =

Selected for p/f009 2203 Payables ﬁflPurchase Invoices U!INW-I]I] 2.670.00 2,670.00
Unposted |00 Purchasing 820! Receiving USD IFeb01 11.00 11.00
Unposted II]I]W Purchasing BZI]!lReceiving usp Jan01 165.00 165.00
Unposted II]I])( Purchasing TI]I]3lReceiving EUR {Userf{Jan01 1,000.00 1,000.00
Unposted II]I])( Purchasing BZI]ﬁlReceiving usp \Feb01 8,580.00 8,580.00 |
Posted IDS-FEB-QB Project Mfll]ﬁ-FEB-QB Project Mf| Jan 98 2,242,810.86 2,242,810.86
Posted IDS-FEB-QB Project Mfll]ﬁ-FEB-QB Project Mf| Jan 98 368.00 82,774.00
Posted IDBJAN-QB Project Mfll]ﬁdAN-QB Project Mf Dec97 5,323.00 73,014.00
Processing II]BI]?-I]Z 644 {Payahlel{Purchase Invoices * | Oct 00 10,000.99 10,000.99
Unposted II]B1I]-I]1 i22 Payahle:lPurchase Invoices U Oct00 11,083.49 11,083.49
Unposted II]B1I]-I]2 742 Payahle:lPurchase Invoices U:{Oct00 40.00 40.00 v
1| | »

Mew Journal Review Journal Requery

Mews Batch Review Batch Mare Actions
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Reviewing Y our Data

After asearch, Oracle Applicationsretrieves any recordsthat
matched your search criteria. Always enter the most selective

search criteriathat you can.

How to Review Retrieved Records

Usethe scroll bar to view additional records currently not visi ble
on the screen in a multirecord block.

(M) View > Record First to see the first record.
(M) View > Record L ast to see the last record.

Note: Scrolling through records and using the Record L ast
command uses significant system resources. Avoid this by
entering selective search criteria.
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Summary

® Using the Find window to perform a search

® Searching for existing data in an application using
Query By Example

* Including wildcards and query operators in your
search criteria

®* Understanding whether to use Find or Query mode
®* Reviewing records retrieved from a search
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Practice Overview

® In this practice you will use Find to locate a job
applicant.

®* You will use the Query mode to search for and
view the records for all female active applicants in

the database.

ORACLE
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Practice Instructions

®* Use Find mode to find the job applicant named Joe
Smith.

* Find all active applicants that are female using
Query mode.

* View theretrieved records.
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Practice Solution

* On the Personal Homepage, click on the Human Resources,
Vision Enterprises link.

* (N) Recruitment > Applicant Quick Entry

* (M) View > Find...

* Enter criteriato find Joe Smith in the Find field, such as S%.
* (M) View > Query By Example > Enter.

¢ In the Statusfield, enter Active%. In the Gender field, select
the Femal e option button.

* (M) View > Query By Example > Run.
* View the retrieved records by pressing [PageDn].
* (M) File> Close Form

Navigating Oracle Applications Release 11i - Course Introduction Page 84




Accessing Online Help
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Lesson Objectives

After this lesson, you should be able to:
* Display Help information online

* View explanations for application messages and
errors

* |dentify who created and updated arow of data
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Lesson Overview

The online documentation and help features can greatly enhance
your ability to under stand how to accomplish tasksusing Oracle
Applications. You can also determine how to identify the user
responsible for the entry or maintenance of arecord for further
clarification of a businessissue. Thislesson explainshow to obtain
onlineinformation about the application and recor ds.
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Using Window Help

-‘;l

(M) Help > Window Help
Creating Journal Batches
Applications Fgi T

Help fou can organize journal entries with commaon attributes into batches. For example,

you might group your journal entries by type or date. You can have multiple journals

: in one batch, or you can have a separate batch for each journal entry.
Find | Search Tips

All journal entries in a batch must share the same period. You can create a journal
batch for any Open or Future Enterable accounting period, but you can only post
batches in Open accounting periods.

e—JJournaI Entry . . . .
If you do not want to enter batch information, you can enter a journal directly. General

Ledger will create a batch for the entry automatically, using the source (Manual)
rEntering Jourals combined with & unique batch ID and the system date.

rEntering Journal Lines
FEntering Taxahle Jaun
FEntering Foreign Curre

j Journal Bate

Multiple Reporting Currencies

If you use Multiple Reporting Currencies, General Ledger automatically generates
FEntering Statistical Jou | converted journal batches in your reporting sets of books when you post the original
FEntering Joumnals Lisii | Joumals in your primary set of books. You may occasionally want to modify an

) unposted converted journal batch in & reporting set of books to override the journal's
rehanging & Batch Per reporting currency conversion rate or amount.
FChanging the Journal
Fchecking or Reserving | If you dofind it necessary to change a journal batch in your reporting set of books,

use the Enter Journals window to make your changes. You must log in to General =l

@Entering Budaet Journ
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Accessing Window Help

Oracle Applications provides you with a complete online help
facility through your web browser tool.

How to Display Help for a Current Window

1. Select Help > Window Help. A help window is displayed,
providing information and alist of topics associated with the
current application window.

2. Click on atopic of interest to display more detailed
information.
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Using Online Help

Navigation frame

Document frame
Searci frame ¢
(Jracle Getting Help
: Online Help
| Findl Oracle Applications provides you with a complete online help
Sedrch Tips facility.
EH| whenever you need assistance, simply choose an item from the
Help menu to pinpoint the type of infarmation you want.

DLy
Golesk Manual Index 3 To display help for a current window:
E0racle Applications Users Guide
Eapplied Technology 1. Choose Window Help from the Help rmenu, click the
B0racle Finarcial Applications Help button on the toalbar, or hold down the Control key
and type 'h'

E0racle HRME Applications

FOracle Manufacturing Applications Aweb browser window appears, containing search and
@0racle Public Sector Applications navigation frames an the left, and a frame that displays

help documents an the right.

The docurnent frame provides information on the window
containing the cursor. The navigation frame displays the |5
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Using the Web Browser Help Window

A Web browser window appearswhen you use the help system.
Thiswindow contains sear ch and navigation frames on the left
part of thewindow, and a frame that displaysthe help information
on theright side of the window.

The document frame can provide information on the application
window containing the cursor, information on the topic selected in
the navigation frame, or alist of topicsthat are aresult of using
theframe.

The navigation frame displaysthe top-level topicsfor your
responsibility, arranged in atree control.

If the document frame containsa list of topics associated with the
window, you can click on atopicto display moredetailed
information.
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Ent

Searching for Help Information

er search

criteria

Use result links
to go tp topic

Oracle

Applications [Tt

2

FEntering Journal Lines

FEntering Taxahle Joun
FEntering Foreign Curre
FEntering Statistical Jou
FEntering Journals Usii
FChanging a Batch Per
FChanging the Journal
FChecking or Reserving
Entering Budoet Journ

|

Searfh Results j

100%0 Web Applications Digtionary Overview (Oracle Self- Service Web A
T9% Oracle Public Zector 4dvanced Features Wangation Paths

T1% Amending the Navigatbn of a Task Flow (Oracle HEIE)

62% Dequeue Dutbound (Ngcle Worldlow Helpd

62% Using the Top Ten LisWi(Document Title)

53% Adding a New Window to an Esasting Task Flow (Oracle HEWMS)
53% Standard Nawvigation Paths

3% Standard MNaweation Paths

53% Standard Wavigation Paths

53% Standard Navigation Paths

53% Standard Mavigation Paths

4% Geting Help (Document Title)

44% Oracle Projects MNawigation Paths (Oracle Projects Help)

A4% Posttioning Button Dizplay (Oracle HEWEY

44% Standard Mawvigation Paths
39% Cash Wanasement Window Nmﬁp?h—on Faths (lash Manasement Hele D
»
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Searching

Y ou can perform a search to find the Oracle Applications help
information you want. Simply enter your query in thetext field
located in thetop-left frame of the browser window when viewing
help, then click the adjacent Find button.

A list of titles, ranked by relevance and linked to the documentsin
question, isreturned from your search in theright-hand document
frame. Click on whichever title ssemsto best answer your needsto
display the complete document in thisframe. If the document does
not fully answer your questions, useyour browser'sBack button to
returntothelist of titlesand try another
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Review Question

To access online help you can do any of the following:
1. (M) Help > Window Help

2. Click the ? toolbar icon

3. Press [Citrl] + [H]

4. All of the above

5. None of the above

Copyright O Oracle Corporation, 2000. All rights reserved. ORAC'—E

Navigating Oracle Applications Release 11i - Course Introduction Page 90




Review Question Solution

To access online help you can do any of the following:
1. (M) Help > Window Help

2. Click the ? toolbar icon

3. Press [Citrl] + [H]

4. All of the above

5. None of the above
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Review Question

Where would you find help search results?
1. In the search frame

2. In the navigation frame

3. In the Search text box

4. In the document frame

5. In the status bar
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Review Question Solution

Where would you find help search results?
1. In the search frame

2. In the navigation frame

3. In the Search text box

4. In the document frame

5. In the status bar
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Search Syntax

Use this syntax . .. To find files containing . ..
term the word “term”

string* words that begin with “string”
“words, and punctuation” [ the precise phrase “words, and

punctuation”

term1 OR term?2 either term1 or term2

terml term?2

term1l AND term2 both term1 or term2

terml +term?2

term1 AND NOT term2 terml1, but not term 2
terml -term?2
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Using Search Syntax

The search syntax to usein constructing your query can be any of
those shown in thetablein theslide.

Example

Y ou want to know how to create a budget organization in Oracle
General Ledger. You enter “budget organization” in the search
field, and click Find. A linked list of help documentsthat contain
this phrase appearsin the document frame. You click on onethat
seems appropriate and start reading.

Navigating Oracle Applications Release 11i - Course Introduction Page 94




Oracle Applications Library

You can display help for any
of the Oracle Applications products

Oracle
Applications c
—

Find | Search [lips

nline Help

ECRM Applications Help
EApplied Technology
FEOracle Financial Applications
EOracle HRMS Applications
EOracle Manufacturing Applicatiorn

Overview of Oracle Applications

Oracle Applications is a tightly-integrated family of application products that
share a cormmon look and feel. Using the menus and windows of Oracle
Applications, you have access to all the functions you need to manage your
business informatiaon.

Oracle Applications is highly responsive to users, supporting a multi-window
graphical user interface (GUI) that provides you with full paint-and-click
capability. ¥ou can use your mouse or keyboard to operate graphical controls
such as pull-down menus, buttons, poplists, and check boxes.

In addition, Oracle Applications offers many other features such as field-to-field
validation and list of values to help you simplify data entry and maintain the
integrity of the data you enter.

The best way to familiarize yourself with the cormmon look and feel of Oracle
Applications products is to log in and use the products. This chapter describes
hiowe to et started with Oracle Applications and provides you with the basic

infarrmation you need to explore Oracle Applications in greater depth.
0racle Public Sector Application
Suggestion: This guide teaches you how to use the Oracle

Applications GUI and other common Oracle Applications features.

If you need specific information about & particular Oracle
ol

Lomli mv v v -:-j I
IRACLCS

LY RPN YT SPRPPPRY PR
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The Library

Y ou can access online help for any Oracle Applications product
and you can reference that product’s documentation online as
well. All of theapplicationsarelisted in the navigation frame on
theleft hand side of the window.
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Review Question

You can access Oracle Applications User’s Guides
online using the online help system.

True or False?
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Review Question Solution

You can access Oracle Applications User’s Guides
online using the online help system.

True or False?

Look in the navigation frame for the name of the
guide.
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Error Messages

®* To giveyou ahint, the application displays a short
message in the message line.

* Toinform you of an error, the application displays
an error window.

* A History button also appears in the error window
if an error of more serious nature occurs.
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Error Message Codes

Generally, messages and errorsare preceded by a message or
error code.

Codesthat are prefixed by FRM arise from Oracle Forms, the
underlying product that provides Oracle Applicationswith its
graphical user interface.

Codesthat contain the prefix ORA arise from the Oracle database.
Codesthat are prefixed by APP arise from Oracle Applications.

These codes help your system administrator or Oracle support
representative diagnose the errorsthat you may encounter.
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Record History

(M) Help > Record History

erminal

ARGENTIMA,
27/MON/2000 14:34:27
AR_CUSTOMERS W
ARGENTIMA,

roat
7
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Learning About a Record

Y ou can always display information about arecord that has been
previously saved. Thisrecord information includes who created
therecord, the date of creation, and the databasetable or view
wheretherecord resides. You can also learn who last changed the
record using Oracle Applications, the date of the change, and that
user’slogon and terminal information (if theterminal infor mation
has been specifically designated by your system administrator).

How to Learn About the Current Record

1. (M) Help > Record History. A window appears that shows
you information about the current record.

2. Click OK to close the window.
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About Oracle Applications

(M) Help > About Oracle Applications

Oracle Applications

Copyright (£ 1986-1999 Oracle Corporation,
Fedwood Shares, California.

All Rights Reserved,

Login

Site : Wision Corparation
Application : Oracle Receivables
Responsibility : Receivables, Yision Operations (USA)

Security Group : Standard
User Mame : ¥ISION

Database Server

RDEMS : 81600
Oracle Applications : 11.5.41

Copyright O Oracle Corporation, 2000. All rights reserved. ORACI—E

Information About Oracle Applications

Y ou can obtain details about the version of Oracle Applications
you are using, your login information, and detailsregarding the
current form you are using by using the About Oracle
Applicationswindow. Thisinformation is useful if you have an
error message and need assistance from your system administrator
or Oracle support representative when you report a problem.

How to Display Version Information for Oracle Applications

1. (M) Help > About Oracle Applications.
2. Click OK to close this window when you are finished.
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Summary

®* Accessing online Help

* Using window Help

e Searching for Help information

* Finding Help for all Oracle Applications
* Viewing error messages

* Viewing Record History
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Practice Overview

In this practice you will use Oracle Applications
online help.
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Practice Instructions

® Using the Training Administrator responsibility,
query up ajob applicant’s record and find out
when it was last updated.

®* Access online help to determine navigation paths
for Oracle Applications.

e Search for help on using Query.

ORACLE
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Practice Solution
* (M) Help > Record History
* In the online help search box enter “Navigation Paths” and
click Find.

» Type“Query” in the search text box and click Find. Click on
the result link that best describes the topic you need.
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Running Reports and Programs
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Lesson Objectives

After this lesson, you should be able to:

Identify the features of concurrent processing and
standard request submission

Submit areport or program

Define request sets

View the progress of a concurrent request
Check the status of a concurrent request
Cancel or change arequest
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Lesson Overview

To manage information in Oracle Applications, you must be able
to run and monitor reportsand programs. This lesson explains
how to submit reportsand processes, and monitor their status.
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Concurrent Processing and Standard
Request Submission

* Concurrent Processing

— Run non-interactive tasks, such as reports and
programs.

— Does not interfere with the interactive work
you perform at your computer.

* Standard Request Submission (SRS)

— Use the SRS interface to run reports and
programs.

— View report output online.
— Schedule reports and programs.
— View log information.
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Running Reports and Programs
Concurrent processing helpsyou satisfy the following business
needs:
Continue working at your computer while running data
dependent reports and programs.

Fully use the capacity of your hardware by executing
many application tasks at once.

Standard Request Submission lets you satisfy arelated
set of business needs. Y ou can:

Use a standard interface to run your programs and
reports.

Control access to different reports and programs.
View report output online.

Automatically run programs, reports, or request sets at
specific timeintervals.

View alog file that summarizes the completion
information about all the reports and programsin a

est set.
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Definitions

Term

Definition

Concurrent Request | A request that you submit to run a

concurrent program as a concurrent
process

Concurrent Manager| A component of concurrent processing

that monitors and runs tasks without tying
up your computer.

Request Set A collection of reports or programs that
can be submitted as a set.
Stage A component of a request set used to

group requests in the set.
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Concurrent Processing Terminology

Concurrent Request

Concur

A concurrent request is arequest that you submit to run a concurrent
program as a concurrent process. Y ou issue a concurrent request when you
submit areport or program to run using Standard Request Submission or
when you click an action button in a product-specific submission window.

rent Manager

A concurrent manager is acomponent of concurrent processing that
monitors and runs requests without tying up your computer.

Request Set

Stage

Navigati

A request setisacollection of reports or programs that you group together.
Y ou submit the reports or programs in a request set al at once using one
transaction.

A stage is a component of arequest set used to group requests within the
set. All requestsin astage are run in parallel (al at the same time), while
the stages themselves are run sequentially (one after the other) in the
request set.
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Definitions

Processing Options

Term Definition

Parameter In Standard Request Submission, a
parameter is a report variable whose
value you can change each time you run a
report.

Concurrent Run options that you can change for your

concurrent request.

Online Request
Review

Review the output and log files from your
concurrent requests online
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Concurrent Processing Terminology (Continued)

Parameter

In Standard Request Submission (SRS), a parameter isareport variable
whose vaue you can change each time you run areport. For example, you
might run an account balance report and change the account number each
time you run the report. The account number is the parameter for the report.

Concurrent Processing Options

Y ou can control and change certain run options for each of your concurrent
requests. Not only can you control and change the number of copiesto
print, which print style to use, and which printer to use, but you can adso
choose to hold a request from being run, choose a specific date or time to
start arequest, or choose to save the results of your concurrent request in a

standard file format.

Online Request Review

Y ou can review the output and log files from your concurrent requests
online. You can see the results of a concurrent request without the delay of
printing out the entire report or log file.
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Using Concurrent Processing

Submits
reguest Request Request
Queue » | runs
Request 1
) Request 2
l Request 3
- | Other
oA Request 4 .
=) online
> jobs
Perform other J
\/ online interactive
tasks
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Using Concurrent Processing

You can run a noninteractive, data-dependent function such asareport
or program, simultaneously with online operations. With concurrent
processing, you can complete noninteractive tasks without interfering
with the interactive work that you perform at your terminal.

An example of concurrent processing occurs when you use the Post
Journalswindow in your Oracle General Ledger application. Onceyou
specify the journal batchesto post and click Post, your Oracle General
Ledger application uses concurrent processing to post the journal batch
entrieswithout further involvement from you. M eanwhile, your

terminal is still available for you to continue doing other work in Oracle
Applications.

Oracle Applicationsrunsall of itsreports and programs as concurrent
processes whether you submit them using the Submit Requests window,
or using a product-specific submission window. Your system
administrator can tailor concurrent processing to optimize the
performance of Oracle Applicationsfor you to ensurethat your system
isnot overloaded with processing at any time.
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Submit Request Flow

Submit request

y

Enter information

May be required | Parameter values
Optional .
P »| Define schedule
Optional
v ' . .
_ : Define completion
Click Submit

v

Record request ID
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Using Standard Request Submission (SRS)

Using Standard Request Submission gives you control over how you can run
your requests and request sets.

Therearethree elementsinvolved in submitting arequest: seleding the
request or request set to be submitted, defining a submission schedule, and
providing completion options.

Defining a schedule can be as simple as submitting “ As Soon as Possible” or it
can involve using a mor e complex schedule that you define when you fir st
submit your request. The schedule may be used for other requests in the
future.

Completion options enable you to deliver notification to othersusing Oracle
Workflow, and specify which printers, and how many copies of the output you
want to produce for each request.

You can submit as many requests asyou like from the Submit Request
window. You can even submit a request morethan once if you want to run the
samerequest with different parameter values.
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Submitting a Request

ZZ Submit a New Request

What type of request do you want to run?

submit an individual request.

ubmit Request

Run this Request...

EEEEED

Languages...

At these Times...

fosmmasPeste 0000000000000 Schedule...

Upon Completion...

all Qutput Files

Print to
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Help (B)

How To Submit a Request and Define Parameters

1. Navigate to the Submit a New Request window.

2. Check the Request option to submit single requests, or
choose to submit a predefined group of requests by checking
Request Set.

3. Click OK.

4. Use the Copy button to take advantage of previously entered
request submissions. Or, select the Name of the request (report
or program) that you want to run from the list of available
requests. Note that the responsibility you are using determines
the request group and the requests that will appear in the list.

5. A Parameters window automatically appearsif you select a
request that requires parameter values. The promptsin the
Parameters window are specific to the request that you select.

6. Enter the valuesin the required parameter fields and click
OK. The Parameters window closes, and your parameter values
are concatenated and displayed in the Parameters window.
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Submission Schedule

= Schedule

Cancel
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Defining a Submission Schedule

1. Click Scheduleto open the Scheduling window.

The scheduling window provides you with several scheduling
options. Y ou can choose to re-use a schedule you previously
defined and saved, or define a new schedule. Y ou can define
your schedule to run arequest as soon as possible, at a specific
time, or repeatedly at specific intervals, on specific days of the
week or month.

2. Choose a type of schedule.

3. Tosaveyour schedule, select the* Save this schedule for use
again later” check box. You must also provide a unique name for
each schedule you save, and you can provide additional
information in the Description field.

4. Click OK. You arereturned to the Submit Requests window.

Navigating Oracle Applications Release 11i - Course Introduction Page 112




Upon Completion

ZE Upon Completion...

all Output Files

Notify the following people:

~ Mame For Language
| [pana French

Print the Qutput To:

_ Printer Copies

Cancel

Copyright O Oracle Corporation, 2000. All rights reserved. ORACLE

Defining Completion Options

1. In the Upon Completion region of the Submit Request window, check the
Save all Output Files checkbox to write your request to afile. If you want to
view your report online, you must usethis check box.

2. Click the Options button.

Specify additiona people to notify using Oracle Workflow, upon
completion of this report. Y ou can aso specify alanguage for the person if
multiple languages are installed.

3. Select aprint style.

4. Usethe LOV to select the printersand languages you want used to produce a
hardcopy of your report.

5. Enter the number of copies.
6. Click OK.

7. Click Submit Request when you ar e finished specifying scheduling and
completion options.
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Finding Y our Request Using the Request 1D

After your request issubmitted, Oracle Applicationsassigns a
request 1D to each request submission so that you can identify the
results of therequest when it iscomplete.

You can usetherequest ID to query for your request output in the
Requestswindow. Oracle Applications also assigns a new request
ID number to each resubmission of arequest and displaysthe
request 1D in thelog file of the previousrequest.
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Reprinting a Report That Has Already Been Run
1. Navigateto the Requests window.

2. Query your request so that it isdisplayed asarecord in the
Requests window.

3. Select the specific request that you want to reprint.

4. Toreprint areport, select Tools > Reprint from the menu.
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Defining a Request Set
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Defining Request Sets

By defining request sets, you can submit the same set of requests
regularly by using a single transaction. You use the Request Set
window to create and edit request sets. You can also usethe
Request Set Wizard to create simplerequest sets.
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Organizing Requests with Stages

Request setsaredivided into one or morestages which arelinked
to determine the sequence in which your requestsarerun. Each
stage consists of one or mor e requeststhat you want torun in
parallel (at the sametimein any order). For example, in the
simplest request set structure, all requestsare assigned to one
stage. Thisallows all requeststorun in parallel.

Torun requestsin sequence, you assign requeststo different
stages, and then link the stagesin the order you want therequests
torun.

The concurrent manager allowsonly one stagein arequest torun
at atime. When one stage is complete, the next stageis submitted.
A stageisnot considered complete until all of therequestsin the
stage are complete. One advantage of using stagesisthe ability to
run several requestsin parallel and then move sequentially tothe
next stage. Thisenablesyou to create mor e ver satile and efficient
request sets.
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Defining Request Sets

By defining request sets, you can submit the same set of requestsrepeatedly using asingle
transaction. Use the Request Set window to create and edit request sets.

1. Navigate to the Request Set window.

2. Enter aName for your request set.

3. Enter a Short Name for your request set. This nameis used internally to reference your
request set.

4. Enter the Application with which you want to associate your request set.
5. Enter a Description of your request set if you like.

The Owner field defaults to your username and can only be changed by your
system administrator.

6. Enter the Active Dates From and To fields to define an effective period when you and
others can run the request set. If the current date is outside the range you define, the request
set will not be available in the Submit Requests window.

7. Check the Print Together check box to send all your requests to the printer together when
they complete, or uncheck the check box to send each request one at atime to the printer as
it completes.

8. Check the Allow Incompatibility check box to allow your system administrator to specify
programs that this request is incompatible with (may not run with). Leave Allow
Incompatibility unchecked to specify that this request set may run with all other concurrent
requests or regquest sets.

9. Choose Define Stages or Link Stagesif you have finished defining your stages. See
Defining Stages or Linking Stages.
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Defining Stages

Thevaluefor the Display Sequenceisdefaulted in sequence asyou enter your stages.
You may change the display order of the stages by modifying the field.

1. Enter a namefor the stage.
2. Enter a Description for your stage.
3. Enter a Short Code for the stage. This codeis used internally to reference the stage.

4. Usethe LOV in the Function field to select a function. The default value for thisfield
isthe Standard Stage Evaluation function. Thisfunction basesits completion status on
the normal completion status of the requestsit contains.

5. Usethe Return Value of this Stage Affects the Set Outcome check box if you want to
ensurethat the request set’s completion statusis equal to the completion status of this
stage.

Note: If you select this box for more than one stage, the compl etion status of the
request set will equal the completion status of the last of these stagesto runin the
set.

6. Use the Allow Incompatibility box as described above, to determineif thisstageis
incompatible with other concurrent processing programs.

7. Click Requeststo display the Stage Requests window.
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Adding Requests to a Stage

In thiswindow you define which requests you want toincludein
thisstage.

1. Select thereport or program you want to includein your
request set. Notethat the description of the request you choose and
itsassociated application appearsin the Description and
Application fields.

2. Specify the number of Copies of output to print, the Styleto
print, the Printer to print to, and whether to save the output to an
operating system file.

3. Usethe Allow Stage Function to Use This Program’s Result’s
check box to indicate which programsor reports should be
included.

4. Click Parametersto display the Request Parameter swindow.
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Request Parameters Window

The Request Parameter swindow letsyou customize the parameter values of a specific request in arequest
set. Thefieldsat thetop of the Request Parameter swindow list gener al infor mation about the current
request set and therequest for which you can customize the parameter values.

Themulti-row portion of thewindow liststhe parametersfor that request.

How to Define Parameter sfor the Requests

1. The Sequence field displays the order in which each request parameter appears when you run the
request in the Submit Requests window (lower numbers appear before higher numbers). Only your
system administrator can change a parameter's order.

The Prompt field is a display-only field that shows the request parameter's prompt.

2. Check the Display check box to specify that you can see aregquest parameter at submission time, or
uncheck the check box to specify that a parameter should not be displayed at submission time.

3. Check the Modify check box to specify that you can insert or changethe value for arequest parameter
at submission time, or uncheck the check box to specify that a parameter cannot be changed at
submissiontime.

4. Use the Shared Parameter field to set a default vaue for a parameter that occursin more than one
report or program of arequest set. Once you enter the same parameter label in the Shared Parameter
field for each occurrence of the same parameter, the value that you assign to the first occurrence of the
parameter becomes the default value for all subsequent occurrences of the parameter. The shared
parameter label smply enables you to set an initial default value for all occurrences of the same
parameter so you can avoid typing the same value all over againfor every occurrence of the parameter.

5. Optionally enter a Default Type and Value for the parameter.
6. Save your work.
7. Go back to the Stage Requests window to add more requests tothe request set stage.

8. You can select arequest more than once if you want to run the same request with different default
parameter values.
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Linking Stages
Now that you have defined your stage or stages, you will need to link themin
the order that you want them to run.

How to Link the Stages
1. Navigate to the Requests Setswindow.

2. Enter the Start Stage. The stage you enter hereisthe first stage submitted
for therequest set.

3. Enter the stages you want to run following thefirst stage in the Success,
Warning, and Error columns. To ensurethat a particular stage followsthe
preceding stage r egar dless of the completion status, enter the desired stagein
all three columns. To stop therequest set if a stageendsin Error, leave the
Error column blank. Any time you do not specifically indicate which stage
should follow for a completion status, the request set will exit on that
completion status. In thefollowing example, the request set will always exit if
any stagereturnsacompletion statusof error. In addition, stages C and D will
terminatetherequest set regardless of their completion status. If Stage A
returnsa status other than Error, Stage B will be submitted. Finally, when
Stage B completeswith a status of Success, it isfollowed by Stage C, or if the
statusis War ning, Stage D will follow.
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Example of Assigning Request Sets

John

Mary

ReqJohn

ReqJohn | S iy

* The System Administrator assigns the request set
called ReqJohn to Mary’s responsibility group.

* Now Mary can run John’s RegJohn request set.

®* Anyone elsein that responsibility group can run
ReqJohn.
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Using a Request Set

After you definearequest set, it becomesyour privaterequest set.
You can run it aslong asyou have accessto a standard Submit
Requestswindow that does not limit access to specific requests.

Other userscan run therequest set only if your system
administrator assignstherequest set to their responsibility’s
request group. It ispossibleto have arequest set in your request
group that containsindividual requeststhat are not in your
request group.

You can only edit request setsthat you own. You can add any
requestsin your request group totherequest set. You can delete
any request from therequest set, regardless of whether that
request isin your request group. To update information about an
individual request in therequest set, however, the request set must
bein your request group.
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Viewing and Changing Requests

Since all reports, programs, and request setsarerun as concurrent requestsin Oracle
Applications, you can navigate to the Request window to view the progress and output of all
your concurrent requests, and you can change aspects of arequest’s processing options.

You can use the Request window (summary and detail) to view alist of all the submitted
concurrent requests, check whether your request hasrun, changeaspects of arequest's
processing options, diagnose errors, or find the position of your request in the queues of
available concurrent managers.

How to Use the Request Window

1. Uponiinitial navigation to the Reguests window, you are directed to the Find Requests
window.

2. Use the Find Requests window to specify the types of requestsyou want to see. Y ou can
choose to view your completed requests, your requests in progress, or al of your requests by
selecting the appropriate option group.

In addition, you can look for a particular request using the Specific Requests option group.
Use the find criteriafields as you would for any other find window to specify as many or as
few details as you need to locate the desired request information. Navigate to the Find
Reguest window.

3. Enter specific criteriain the Find window that appears, or click Find to display all of your
requests that you have submitted.

4. Use the Order By poplist to specify the order in which you want your requests displayed.
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Performing Concurrent Processing Tasks

You can click various buttonsin thiswindow to perform tasksrelating to concurrent
processing.

Refresh Data button: The Requests window will not automatically refresh
in order to display updated progress of your request. Use this button to
requery thelinesin the request table.

Find Requests button: Displays the Find Request window to perform a
search for additional requests

Submit a New Request button: Displays the Submit Requests window to
submit a new request to the concurrent manager

Hold Request and Cancel Request buttons: These buttonsilluminate if the
concurrent manager has not already begun running the program. You can
Hold or Cancel arequest by using these buttons. If the request is already
running the Cancel button will terminate the request.

View Details button: Displays the Details window to view detailed
information about your request, for example, submission dates,
scheduling and other information. If arequest has not already run, you
can change selected fields so that the updated information will affect your
request when it is run by the concurrent manager.

Diagnostics button: Displays diagnostic information about your request
such aswhen it ran and if it completed successfully.

View Output button: Displays an online format of your report.
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Performing Concurrent Processing Tasks (Continued)

Note: Reports that produce an output other than atext file (for
example HTML or PDF) are displayed in a browser. If you set
the profile option VIEWER: TEXT to Browser, your text files
are also displayed in abrowser as opposed to the Report
Viewer. VIEWER: TEXT may also be set to display your
output in atext editor such as Microsoft Word, or in a
spreadsheet such as Microsoft Excel.

View Log button: Displays information about the
request regarding arguments used and other technical
information

Screen colors help you identify the status of the request.
Green: Pending, running or schedul ed requests

Y ellow: Completed requests with a status of
Warning

Red: Requests that complete with a status of
Error
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Phase and Status for a Concurrent Request
The Concurrent Requests Summary window displays a phase and
statussummary for each concurrent request listed in the window.

A concurrent request hasalife cycle consisting of the following
phases:

Pending: The request iswaiting to be run.

Running: The request is running.

Completed: Therequest has finished execution.

I nactive: The request cannot yet be run.

During each phase, a concurrent request has a specific condition
or status. Thetablelists each phase/status combination and
describesitsmeaningin relation to arequest.
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Pending Phase

Normal Waiting Standby  Scheduled
Logical
database
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Pending Phase

A program in the Pending phase can be in one of four statuses:

Normal: The program is waiting for an available
manager.

Waiting: A child program iswaiting for a parent to
mark it ready to run.

Standby: A program iswaiting for another incompatible
program in the same logical database to complete.

Scheduled: A program’s scheduled start time has not yet
elapsed.
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Running Phase

A program in the Running phase can be in one of four statuses:

Normal: Program isin progress.

Paused: A parent program iswaiting for one or more
child programs to compl ete.

Resuming: A parent program is continuing after the
completion of one or more child programs.

Terminating: The program is being terminated.
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Normal Warning Error Terminated Canceled
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Completed Phase

A program in the Completed phase can be in one of five
statuses:

Normal: Program completed successfully.
Warning: Program completed successfully but with
warning messages.

Error: Program failed to complete successfully.
Terminated: A running program was terminated.

Canceled: A pending or inactive program was canceled
beforeit started.
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Disabled On Hold No Manager
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Inactive Phase
A program in the Inactive phase can be in one of three statuses:

Disabled: The requested program has not been enabled
for execution.

On Hold: The requested program has been placed on
hold.

No Manager: Thereisno manager defined to run this
type of request.
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Canceling or Holding Requests
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Canceling or Holding a Request That Has Not Y et Completed
1. Navigateto the Requests window.

2. Select the Specific Request option button and enter the Request
ID or other appropriate search criteria or select another
appropriate option.

3. Click Find.

4. With the cursor on therequest you want to cancel, click Cancel
request. If therequest isin Pending or I nactive phase, click Cancel
Request or Hold Request to either cancel therequest or put the
request on hold. If therequest isin Running phase, click Cancel
Request to terminatetherequest.

If you cancel arequest set, then Oracle Applications will
automatically cancel all requestsin the set.

5. Choose Save from the File menu.
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Changing Request Options
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Changing Request Options

If your request or request set has not started running, you can
change how your request or request set runsand printsits output
by using the Requests window

How to Change the Request Options of a Request or Request Set
1. Navigate to the Requests window.

2. Usethe Find window to sear ch for your request or request set
ID.

3. Click Hold Request to put your request on hold.

4.You can changethe start date and time for your request or
request set. If therequest is Pending or Scheduled, you can change
the printer, the number of copiesyou want to print, and whether
Oracle Application saves your report output to an operating
system file. Y ou can also change resubmission optionsin this

window. .- | _
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Summary

* Standard Request Submission (SRS)

®* Concurrent manager and concurrent processing

® Submitting Concurrent requests
* Defining Request sets and stages
®* Managing requests

® Checking status information

e (Canceling or changing arequest
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Practice Overview

In this practice you will use Standard Request
Submission to run an Oracle Accounts Payable Trial
Balancereport.
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Practice Instructions

®* Log on using the Payables, Vision Operations
responsibility.

®* Using the Requests window, run the Accounts
Payable Trial Balance report as soon as possible.
Use system defaults for required fields.

* View your request. Keep refreshing the display
until your report completes.

* View the output online.
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Practice Solution

* Choose the Payables, Vision Operations responsibility link on
the Personal Homepage, or (M) File > Switch Responsibility
and choose it from the list.

* To get to the Requests window, (N) Other > Requests > Run.

* In the Submit a New Request window, select the option Single
Request.

» When the Requests window appears, use the list of valuesto
enter Accounts Payable Trial Balance Report in the Request
Namefield.

* Click the Submit button and your request goes to the queue to
run.

* (N) Other > Requests > View, select All My Requests and
click Find.

* Click the Refresh Data button to view the progress of your
report until it completes.

* Click the View Output button to see the report on your screen.
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Customizing the Presentation of Data
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Lesson Objectives

After this lesson you should be able to:

Create a personal Navigator top ten list

Save a document to your Navigator for easy
access

Create a folder

Define query criteria for a folder

Customize the layout of data in a folder form
Manage folder definitions
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Lesson Overview

Y ou can use sever al features of Oracle Applicationsto enhance
your proficiency in the system. Use a Navigator top ten list to put
your commonly used forms on your Navigator. By using special
forms, you can customize the presentation of data or fields.
Additionally, you can create a folder definition in which you can
save query criteria. Thislesson explains how to use these featur es
to makeyour accesstothe system easier.
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Function
Menu
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Select a form and click the arrow
to move a frequently used form to the
Top Ten List
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Using the Top Ten List

If there are formsthat you use frequently, you can add them to a navigation top ten
list located on theright side of the Navigator window. Thetop ten list displays your
forms numerically so you can choose them instantly without having to search for them
in the navigation list. You can add a maximum of ten formsto the top ten list and you
can create a different top ten list for each responsibility for which you have access. A
top ten list isunique for the responsibility and user sign-on combination that you use.

How to Create a Navigation Top Ten List

1. Select a frequently used form from the navigation list by highlightingit in the
Navigator window.

2. Click theright pointing arrow to add that form to thetop ten list.
3. Click theleft facing arrow to remove a form from your top ten list.

4. Toopen aform in your top ten list, type the number that precedestheform you
want to open. You can also click on it and press Open, or double-click on it.

Note: Sometimes the form that you add changes names when it appearsin the top
ten listing. An exampleisthat Suppliers becomes Vendors, or Orders, Returns
becomes Order Workbench. Also note that the tenth entry is numbered O (zero), so
it can be invoked by pressing asingle keystroke al so.
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Top Ten Practice Instructions

Using the Payables, Vision Operations responsibility,
to the Navigator Top Ten List add the command to
submit requests. Hint: Submit and run mean the
same.
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Top Ten Practice Solution

(M) File> Switch Responsibilities, choose Payables, Vision
Operationsfrom thelist and click OK.

Expand the Navigator to show Other > Run > Requests and select
it.

Click theright arrow to moveit tothe Top Ten List.
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Placing Documents on the Navigator

(M) File > Place on Navigator

. MR
ORACLE |

T List wiew
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Using the Save to Navigator Option

Some Oracle Applications enable you to save a document to the Navigator for
easy access when you first log into the system. The File menu will illuminate
the Place on Navigator option when it is available within your application. One
example isthe Requests window of the SRS form.

The Documents tab on the Navigator window will display iconsor list those
documentsthat you have saved. Thisshortcut eliminates havingto query the
databaseto find your specific document. I nstead, you can select it from the
Navigator window and go directly to the window containing your document.

How to Access a Document from the Navigator Window
1. Select the Documentstab displayed at the Navigator window.

2. Select the document from the list of documents or document icons displayed
to go directly to the applications form window for that document.

You can change the label of the document to whatever you like by pressing the
Rename button.

You can delete the document from your Navigator by pressing Delete. Note
that thiswill not delete the actual document, only your shortcut toit.
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Documents Practice Instructions

®* Using the General Ledger, Vision Operations
responsibility, enter a new journal using your
name as the Journal name.

* Place the journal you created on the Navigator
Documents region.

®* Access your journal from the Documents region
tab.
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Documents Practice Solutions

(M) File> Switch Responsibilities, select General Ledger, Vision
Operationsfrom thelist, click OK.

(N) Journals> Enter, click the New Jour nal button.
Enter your namein the Journal field and save your work.

Placeit on the Navigator by choosing (M) File> Placeon
Navigator.

Gotothe Navigator and click on the Documentstab to seethe
document you added, click on it. To open thejournal double-click
on it.
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What You Can Do with Folders

e Define folders
— Name the folder

— Define query criteria for the
folder

— Use folder tools to customize
the presentation of data in the folder

®* Open existing folder definitions
* Delete folder definitions
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Using Folders

A folder isa special block in which thefield and record layout can
be customized. You can identify afolder from aregular block by
noting that an Open Folder button appearsin the upper-left
corner of afolder block, or an enabled Folder Tools button
appear son thetoolbar when your cursor isin afolder block.

Although you have accessto all of the recor ds of a specific entity in
afolder, you can customize afolder to retrieve only a subset of
recordsand display those recordsin a specific layout. Y ou can
save your customizationsto afolder definition, which definesthe
layout of your fieldsand the query criteria used to retrieve your
subset of records.

Foldersarelanguage-specific. I f you are running the application in
German and save a folder, then if you later sign on in French, the
German folder will not be accessibleto you. Thisisbecausethe
promptsand search criteria you enter for afolder arelanguage-

sensitive.
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Defining a Folder

You can create and save new folder definitions or open and delete
existing folder definitions. When you open a new folder definition, the
layout for the new folder definition replacesthe layout for the current
folder definition.

How to Create a New Folder Definition

1. (M) Folder > New.
2. Enter a new and unique folder name.

3. Select the Autoquery frequency in which you want the folder to
automatically query for a subset of records each time you open the folder
definition.

4. Select Open as Default if you want this specific folder definition to open
as your default each time you navigate to this form for the first time.

5. Sdlect Public if you want other Oracle Applications users to have access
to this folder definition.

Note: Users can never see records that violate basic security rules,
regardless of any search criteria you specify in afolder.

6. Click OK when you are finished.
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Querying Records in a Folder

) Deflne query Crlterla EE Create New Folder
ocer
—_ Always Fald

Autoquery

— Never
— Ask each time

il Includ g
Show Query

®* Open as Default
* Public

®* You can reset the query criteria by selecting
(M) Folder > Reset Query
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Defining Query Criteriafor a Folder

One advantage of a folder isthat you can customize it to display only the records you
want to see. You can easily define and alter the query criteria for any folder and save
that criteriain afolder definition.

How to Define Query Criteriafor a Folder

1. Run the query that you want, either by using Query Find or Query-by-Example. At
least onerecord must beretrieved for the folder to memorize the query.

2. (M) Folder > Save As, if you want to save this query criteriain a new folder
definition.

3. Enter aname for the folder definition.

4. Check Always from the Autoquery option group if you want this query to be
performed every time you open thisfolder definition.

5. Click OK when you arefinished.
When you save a folder definition, the query criteriais“lockedin” to the folder
definition. When you perform another query on that same folder definition, you

actually query on the subset of records. If you want to perform a new Query-by-
Example on the complete set of records, reset the query for thefolder definition.
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Resetting Query Criteria
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Resetting the Query Criteriafor a Folder Definition

1. (M) Folder > Reset Query, to clear the WHERE clause from thecurrent folder
definition, but it will retain the current folder name and itsfield layout. To view the
query criteriafor afolder definition, (M) Folder > View Query.

2. Perform another query and (M) Folder > Save to save the new query to your
current folder definition.

3. To alter the sorting order of data in a multiple-record folder definition, (M)
Folder—>Sort Data.

4. Choose one of the following sort options:

Ascending
Descending
Unsorted
Note: Only thefirst three columns of afolder can be sorted.

5. Select View > Query By Example > Run to rerun the query in your folder definition
to apply any ordering changes to the records.

6. Select Folder > Save or Folder > Save Asto savethisquery criteria to a folder
definition.
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Folder Tools
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Accessing Folder Tools

When you navigateto a folder block, the Folder Tools button

becomes enabled on the Toolbar. Click thisbutton to display the
folder toolson your screen.
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Direct Manipulation Techniques for
Folders

Egi Oracle Applications - Vision Corporation
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Using Direct Manipulation Techniques on Folders

Y ou can directly manipulate folder columns using the following
techniques:
Drag the right edge of a prompt to resize the column.

Drag the center of the prompt to resequence the
columns.

Delete the prompt to hide the column.
L eft-click on the first three promptsto sort them.
Right-click on any prompt to change the label.

For moreon using folders, see Oracle Applications User’s Guide
online help.
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More Folder Tasks

®* Recovering Original Folder Definition
— (M) Folder > Save As
— Clear the check box called Open as Default,
— OK
® Opening Another Folder Definition
— (M) Folder > Open
— Select a private or public folder definition
— OK to replace current folder definition
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Recovering the Origina Default Folder Definition for a Folder

Onceyou create a custom folder definition and make it the default, you can
recover the original default folder definition shipped with the product. Note
that if you like the original default folder definition, giveit a name and save it
(without making any changes) before you create any new folder definitions.
Thisway, you can open the original folder definition by choosing it from a list
of all your predefined folder definitions.

1. With the folder currently specified as the default displayed, (M) Folder >
Save As.
2. Clear the Open as Default option in the Save Aswindow.
3. Click OK when you are finished.
4. Navigate to this form again to display the original default folder
definition.

Opening Another Folder Definition
1. (M) Folder > Open to load a predefined folder definition. Or, click the
Open Folder button located in the upper Ieft corner of the folder block.

2. Select aprivate or public folder definition from the list window that is
displayed, and click OK to replace the current folder definition with the
new folder definition.
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More Folder Tasks

e Saving Changes to a Folder Definition
— (M) Folder > Save As or Save
— Type a name or keep the same name
— OK
®* Deleting a Folder Definition
— (M) Folder > Delete
— Select a folder
— OK
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Saving Changes to a Folder Definition

1. (M) Folder > Save to save any layout or query changes made to the
current folder definition or (M) Folder > Save As to save the current folder
definition under a new name.

2. Click OK after you have completed the information requested in the Save
Folder window.

If you save a folder definition to Open as Default and then open ancther folder
definition and save that second definition also as Open as Default, the second
definition isreset asthe new default.

If you modify a public folder definition in any way, saving it makes a copy of it
that isa private folder definition.

Deleting a Folder Definition

1. Select Folder > Delete.

2. Select afolder definition from the list that is displayed and click OK to
delete the definition. Note that you can only delete folders you have
created. If another user is referencing that folder definition as their Open as
Default folder, that reference is deleted as well.
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Folder Practice Instructions

* Using the Receivables, Vision Operations
responsibility, create a folder for your customer
AT&T Universal Card of Active Status. The folder
should show a summary for this customer. Hint:
(N) Customers > Summary, find AT&T and Status:
Active, (M) Folder > New.

* Hide the Alternate Name and Taxpayer ID fields.
®* Move the Use field to the far left of the form.
® Save your work.

* Find your AT&T Summary again and access your
folder.
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Folder Practice Solution

* (M) File > Switch Responsihilities, select Receivables, Vision Operations from
the list and click OK.

¢ (N) Customers > Summary. Click the Find icon on the toolbar.

« |n the Find Customers window, click on the LOV in the Customer Name field
and enter search criteria, such as AT%, then click the Find button.

* When thelist appears, select AT& T Universal Card from thelistand click OK.

« In the Find Customers window, click on the poplistin the Status field and select
Active.

 Click the Find button.

« To create afolder, (M) Folder > New. Enter your name as the name of the folder
definition. Accept the defaults for other fields.

 Place your cursor in the Alternate Name field and (M) Folder > Hide Field.

« Place your cursor in the Taxpayer ID field and
(M) Folder > Hide Field.

* Hold the mouse over the Use field’ s prompt and click and drag it to the far left.
¢ (M) Folder > Save
¢ (N) Customer > Summary

« Click the folder icon in the top left corner of the window to open alist of folder
definitions.

 Highlight your folder definition and click OK .
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Summary

* Creating atop ten list

® Saving adocument to the Navigator

* Creating afolder

®* Querying records in afolder

®* Customizing the layout of data in a folder
®* Managing folder definitions
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Setting Personal Profile Options
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Lesson Objectives

After this lesson, you should be able to:

* View user profile options that are common to all
Oracle Applications

®* Change your profile options to customize your
default preferences
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Lesson Overview

Using profile options, you can control the behavior of certain
Oracle Applicationsfeatures. Thislesson explainsthelevels of
profile options and how you can change them to suit your personal
businessrequirements.
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Overview of User Profiles

A user profileisa collection of changeable optionsthat affect the way your
applicationsrun. Oracle Applications establishes a value for each option in a
user’s profile when the user logs on or changesresponsibility. You can change
the value of a user profile option at any time. Oracle Applications providesthis
and other options so that you can alter the behavior of your applicationsto suit
your own preferences.

Oracle Applications uses a set of user profilesoptionsthat are common to all
application products. In addition, each application hasits own unique set of
user profile options.

User profile options can be set at one or more of four levels:
Ste
Application
Responsibility
User

Your system administrator can set default option values at any of these levels.
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User Profile Hierarchy

User

Responsibility

Application

— Site
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User Profile Hierarchy

Oracle Applicationstreatsuser profile levelsas a hierarchy, where User isthe highest
level of the hierarchy, followed by Responsibility, Application, and at the lowest level,
Site. Higher -level option values override lower -level option values.

User Level

User level option values affect the way applicationsrun for a given application user.

Responsibility Level

Responsibility level option values affect the way applicationsrun for all users of a given
responsibility.

Application Level

Application level option values affect the way a given application runs.

SiteL evel

Sitelevel option values affect the way all applicationsrun at a given installation site.

Typically, your system administrator will set thisoption after installing Oracle
Applications at a site.
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Setting Personal Profile Values

-

I eCE: Bank Account Securi
@.JL: Perform Inflation Adjustm|Yes
AMS : Currency Conversion Typ|C
AMS Data Entry Rows 3
AMS Import Control File Path |cdocroot

AMS Import Data File Path /amsdev/ams11.5/bin/
AMS Numeric Format 999,999

AMS: Auto Register for Events v|Yes

AMS: Call Center Enabled
AMS: Copy Master Event Detail:
AMS: DATE FORMAT IDD-MON-YWY
AMS: Item Validation Master Oi =
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Y our Personal User Profile

You can change a user profile option value using the Personal Profile Values window,
where you can display all your optionsand review the values your system
administrator hasset for them.

If you do not set your own user level option values, your user profile options assume
the values your system administrator has set for them at the variouslevels.

How to Change a Profile Option Value

1. (M) Edit > Preferences > Profiles.

Thiswindow displaysall your user profile options and their values. If you wish to
display only specific user profile options, first choose View > Query By Example
> Enter to enter search criteriain the Profile Name field, then choose View >
Query By Example > Run to run the search.

The name of the user profile option appears in the Profile Name field while the
Default Value field displays the run-time value of that option. The System
Administrator sets default values for many of the profile options. Some profile
options may not display adefault value.

2. Moveyour cursor to the User Valuefield of the option whose value you wish to
modify.

3. Enter anew valuefor the option if it isupdateable, or if the List icon appears,
choose a value from the list of available values.
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Profile Option Values

* User values override default values.

®* Values are validated, except for number or date
values.

®* You cannot delete a profile option, but you can
clear the value.
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Y our Personal User Profile (continued)

If the profile option is not updateable, the message “Item is protected
against update,” appears on the message line when you try to change the
value. You can change most of your user profile options; values you enter
in the User Vaue field override values preset by the System Administrator.
A few profile options cannot be changed, but are displayed for
informational purposes only.

For most persona profile options, Oracle Applications automatically checks
the value you enter to ensure it isvaid.

Attention: Number or date values are not validated, therefore, you must
make sure that you enter avalid value for profile options that require a
number or date; otherwise, your personal profile option may not work as
yOu expect.

Though you cannot delete a profile option from your personal prdfile, you
can clear its vaue (if it is updateable) by highlighting the field and pressing
[Backspace] or by choosing Clear, Field from the Edit menu. If you clear
the value, the change does not take effect until you sign on again or change
responsibilities.

4. (M) File> Saveto save your change.

Y our change will take effect when you either change responsibilities or log
out and log back in.
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Personal Profiles Values

Option Description

Concurrent: Hold Requests | Specifies whether to hold a
request temporarily, until you
remove the hold

Concurrent: Report Copies | Specifies the number of copies of
areport to print

Concurrent: Request Start | Specifies the date and time for a

Time request
Concurrent: Sequential Specifies whether to run requests
Requests sequentially
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Defining Personal Profiles Values

All reportsand programsin Oracle Applicationsrun as
concurrent processes whether you submit them using the Submit
Requestswindow or a product-specific submission window.
Submitted reportsand programs arereferred to asconcurrent
requests. Each concurrent request runsaccordingto a set of
concurrent processing options.

The Personal ProfilesValueswindow setsthe defaultsfor these
profiles. If you want to change the value of a default, you must
change the value of the corresponding user profile option usingthe
Personal Profiles Valueswindow in your application.
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More Personal Profiles Values

Option

Description

Concurrent: Save Output

Specifies whether to save report

output to afile

Printer

Specifies the printer for printing

your report output

Concurrent: Show
Requests Summary After
Each Request Submission

Display Requests Summary each

time arequest is submitted or not

Viewer: Default Font Size

Set default font size for report

output in the Report Viewer

window
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Summary

Viewing your personal User Profile
Setting personal User Profile options
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Personal Profiles Practice

* In this practice you will view personal profile
options for Concurrent:Report Copies.

* Change the report copies User Value option to 2.
®* Save your work.
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Practice Solution

» Navigate to the Profile Vaues window, (M) Edit >
Preferences > Profiles.

* Find the Profile name of Concurrent:Report Copies.

* Place your cursor in the User Value field and enter 2. Verify
that your screen resembles the slide on the following page.

* (M) File > Save.
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Managing an Attachment to a Form
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Lessons Objectives

After this lesson, you should be able to:

* |dentify the availability of attachments

® Attach adocumentto arecord

* Copy an attachment from another record
* View an attached document

® Delete an attached document

®* Usethe fields in the Attachments window
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Lesson Overview

You can attach or link data such asimages, word processing
documents, spreadsheets, or video to some Oracle Applications
records. Thislesson discusses how to manage these attachmentsto
records.
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Attachments

* Images

* Word processing images
® Spreadsheets

* Web pages

* Video
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Why Use Attachments?

Toillustrateor clarify your application data, you can link non-
structured data such asimages, word processing documents,
spreadsheets, web pages, or video to more structured application
data. For example, you could attach imagesto inventory items or
video to manufacturing oper ations.

Invoke the Attachment form to view an attachment by pressing
the Attachmentstoolbar button.
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The Disabled Attachments Icon
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|dentifying the Availability of Attachments

Thetoolbar Attachment icon indicates whether the Attachments
featureisenabled in aform or block. When the button isdisabl ed,
the Attachments featureis not available. When the Attachments
featureisenabled in aform or block, theicon becomesa solid

paper clip.

Theicon switchesto a paper clip holding a paper when the
Attachmentsfeatureisenabled in aform block and the current
record has at least one attachment.

You can usethe profile option, I ndicate Attachments, to turn off
indications of attachmentswhen querying records. Thisisan
option you may use for performance reasons.
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Adding a New Attachment

®* Query or enter adatarecord.
* Click the Attachments toolbar icon.
* Enter acategory and description.

* Typein your document text, or specify a file name
or Web page URL.

® Save your work.
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Attaching a Document to a Record

You can attach a document to any record for which attachments ar e enabled. For
example, you can attach imagesto inventory itemsin Oracle Inventory, or you can
attach a document to an order linein Oracle Order Entry.

How to Attach a New Document to an Oracle Applications Record

1. Query or enter adata record in an Oracle application window.

2. Click the Attachment toolbar icon. The Attachment window opens.
3. Enter a category and description.

4. Type in your document text, or specify afile name or web page URL.
5. Save your work.

How to Attach an Existing Document to an Oracle Applications Record

In an application window, query or enter a datarecord.

1. Click the Attachment toolbar icon. The Attachment window opens.

2. Click the Document Catalog... button. The Document Catalog window opens.
3. Query an existing document.

4. Check one or more documents.

5. Click the Attach (number of documents) button.

6. Save your work.
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What You Can Do with Attachments

* Copy attachments
* View an attached document
* Delete an attachment
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Attachments

Y ou can copy existing attachmentsto other datarecords. You can
view attachmentsto any records, and delete attachments.
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Copying Attachments

- Clear Find

Preview. .. Cancel Attach 1
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Copying Attachments

Oracle Applications keeps a catalog of documentsthat have been attached to
applications data records. You can take advantage of this catalog if you want
to attach an existing document to a second or subsequent data record.

If the document you want to attach already exists within Oracle Applications,
click Document Catalog. When the Document Catalog window opens, query an
existing document, check one or more documents, and then click Attach 1.

How to Copy an Attachment from Another Record
1. Query the record you want to attach a document to in an application
window. (Do not query the record that already has the attachment.)
2. Click Attachments on the Toolbar.

3. Click the Document Cataog... button and enter query criteria in the
Attached To: field for the application object you want to copy the
attachments from.

4. Click the Find button and sdlect a document.
5. Click the Attach 1 button.
6. Save your work.
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Viewing Attachments
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Viewing and Deleting a Document

Viewing an Attached Document

1. Query arecord.
2. Click the Attachment icon on the Toolbar.

3. Move the cursor to the document you want to view. The attachrment appearsin

the document block or you must click the Open Document button to see the
document in a browser.

Deleting an Attachment

When you delete an attachment, you merely remove the association between arecord

and a document. The document itself is not removed from your file system or
database.

How to Delete a Record’s Attachment

1. Query adatarecord in an application window.
2. Click the Attachment icon on the Toolbar.
3. Move the cursor to the attachment that you want to del ete.

4. Select Edit > Delete.

5. Click the Attachment button to del ete the attachment or the Document and
Attachment button to delete both.

6. Save your work.
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Examining the Attachments Window
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Field Definitions of the Attachments Window

Usethe Attachmentswindow to view or delete existing attachments, and create new
attachments. You must provide the following infor mation when you create an attachment:

Category

The category controls which forms can access the document. Each form that enables
Attachments must list which document categoriesit can access. A" Miscellaneous' category will
be assigned to each form registered for Attachmentsto facilitate"” cross-form" visibility of

Attachments.
Datatype

An attached document can be:

Document Reference—A reference to any type of document stored in a database
that is accessed through a Document Management system.

Short Text—Text stored in the database containing less than 2000 characters.
Long Text—Text stored in the database containing 2000 characters or more.
File—A file that requires other server applications to view, such asMicrosoft
Word or Microsoft Excel, image files such as .JPG files, or other types of files.
When you attach or create a File type document, the document is loaded into the
database. When a File document is selected, the lower half of the Attachments
window displays an "Open Document” button that invokes aweb browser and
passes the file to the browser.
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Attachments Window Fields

e Category
e Datatype
* Fileor URL

* May be Changed
* Document Block
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Field Definitions of the Attachments Window (continued)

Web Page—A URL reference to aweb page that you can view with your
web browser. Y ou must define your web browser in the profile option
Web Browser to view aweb page attachment.

Fileor URL

If the document is afile, specify the location of the document. The document will
then be loaded into the database. If the document is aweb page, specify the web
page URL.

May be Changed
The May be Changed checkbox indicates if you are able to edit the attachment.
Document Block

The document block is the section of the window below the multi-line attachment
block. The document block displays the current document in the attachments
block, or it displays an Open Document button that opens your document for
viewing with a browser.

To improve performance while scrolling through lists of attachments, uncheck the
coordination checkbox. The document block will not update until you turn
coordination on again.

Attention: If you maximize the document block window, no other operationscan
be performed until you restore the block to its original state.
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Summary

Attaching a document to arecord
Copying an attachment
Viewing an attached document
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Attachments Practice Instructions

* Using the Receivables, Vision Operations
responsibility, attach a document to the AT&T
Universal Card customer.

Hint: (N) Customers > Standard

* Create ashort text attachment.
* Enter your text in the Attachments window.
e Save your work.
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Attachments Practice Solution
* (N) Customer > Standard. Find your customer using Find.

» After finding your customer, click the Attachmentsicon on
the toolbar.

* Click inthe Seq field , accept the number sequence.

* In the Category field, enter Miscellaneous.

* Enter adescription in the Description field.

* In the Data Type field, enter Short Text.

* Inthe yellow text area enter text for your attachment.

* Y our form should resemble the one in the following slide.
» Click the Save icon on the tool bar.
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'%mtachments {1005) - 1005

~ Seq  Categary Description Data Type hay Be Changed
l 10 |Miscellaneous This is a training demo Short Text v

-
-

-

Magnification

This is a demonstration of creating an attachment to a record.

g Elrje H Document Catalog...
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Using Flexfields
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Lesson Objectives

After this lesson, you should be able to:
* Identify a flexfield

®* Describe the two types of flexfields
* Examine an expanded flexfield

® Search for data in a flexfield
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Lesson Overview

Flexfieldsarefound in every Oracle Application and are used to
storeinformation that isimportant and uniqueto your company.
In thislesson you will examine the two types of flexfieldsand learn
how to search for flexfield data.
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Flexfields

A flexfield is a flexible data field that your
organization can customize for your business
needs without programming. Oracle applications
uses two types of flexfields:

e Key flexfields
* Descriptive flexfields
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|dentifying Flexfields

A flexfield isafield made up of sub-fields, or segments. A flexfield
appear s on your form as a pop-up window that contains a prompt
for each segment. Each segment has a name and a set of valid
values. There aretwo types of flexfields: key flexfields and
descriptive flexfields.

When your organization initially installs Oracle Applications, you
and your organization’simplementation team customizethe key
flexfieldsto incor por ate code segmentsthat are meaningful to your
business. Y ou decide what each segment means, what values each
segment can have, and what the segment values mean. Y our
organization can definerulesto specify which segment values can
be combined to make a valid complete code (also called a
combination). You can also definerelationships among the
segments. Theresult isthat you and your organization can usethe
codesyou want rather than changing your codesto meet Oracle
Applications' requirements.
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Business Needs

* Intelligent fields
* Field validation
* Ability to modify structure

® Capture information not included in base
application or existing fields

®* Query and report on custom fields
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The Basic Business Needs for Flexfields

With Oracle Applicationsflexfields you can satisfy the following
business needs:

Using “intelligent” fields—fields comprising one or
more segments, where each segment has both a value
and a meaning

Relying upon your application to validate the values or
the combination of values that you enter in intelligent
fields

Changing the structure of an intelligent field depending
on datain your application

Capturing additional information that is not provided by
existing fields

Customizing data fields to meet your business needs
without programming

Querying intelligent fields for specific information
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Review Question

Identify which of the following is NOT areason to use
flexfields.
a. Validate values and combination of values.

b. Capture additional information that is not provided
by existing fields.

c. Add new logical processing not provided by the
existing application.

d. Customize data fields without programming.
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Review Question Solution

Identify which of the following is NOT areason to use
flexfields.
a. Validate values and combination of values.

b. Capture additional information that is not provided
by existing fields.

c. Add new logical processing not provided by the
existing application.

d. Customize data fields without programming.
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Key Flexfields

A key flexfield is a field that you can customize to
enter multisegment values such as part numbers,
account numbers, and so on.

Examples:
e P35-297-A (part number)
* 0450-387-3478 (account number)
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Using Key Hexfields in Oracle Applications

A key flexfield isa field made up of segments, each of which hasboth a value
and a meaning. You can think of akey flexfield asan “intdligent” fied that
your business can useto storeinformation represented as codes.

Most organizations use codes to identify general ledger accounts, part
numbers, and other business entities. Each segment in the code representsa
characteristic of the entity. A combination of segment values, aso known asa
key flexfield code combination, uniquely describes a business entity stored in a
key flexfield. When you change the value of one or more segments in akey
flexfield, you change the combination of segment values.

Your organization decidesthe following information for each key flexfield: (1)
how many segments an entity has, (2) what each segment means, (3) what
values each segment can have, and (4) what each segment value means. Y our
organization can also define rules that govern which combination of segment
values arevalid (cross-validation rules) dependencies among the segments.

A key flexfield looks like any other field in a block. You can simply type the
segment values you want into a key flexfield and separ ate each segment with a
character called a segment separator. Alternatively, you can open a flexfield
window for a key flexfield to display a separate field for each of its segments.

Navigating Oracle Applications Release 11i - Course Introduction Page 183




Descriptive Flexfields

A descriptive flexfield is a field you customize to
enter additional information for which your Oracle
Applications product has not already provided afield.

Example:

You want to provide an additional field to enter an
Internet address for a customer.
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Using Descriptive Flexfields in Oracle Applications

A descriptive flexfield gives you room to expand your forms,
because Oracle Applications cannot predict all the possible
information you may want to track. Y our organization can use
descriptive flexfieldsto capture additional information that is
important and unique to your business.

A descriptive flexfield appearsin a block as a two-character,
unnamed field enclosed in brackets. |f you are viewing datain a
table format, the descriptive flexfield will appear at thetop of the
column as an unnamed field enclosed in brackets.

A descriptive flexfield window is displayed when you move the
cursor into a customized descriptive flexfield. Y our organization’s
implementation team can customize a descriptive flexfield to
include as many additional fields asyour organization needs.
Thesefields, also called segments, appear in the descriptive
flexfield window.
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Key Flexfield

 GL Account Tax Code | Tax Group [ 1]
101.140.5481.0000.000 J0-10 O | |
| A | | B
| | | [ =
Key
flexfield
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How Key Flexfields Appear on Forms

A key flexfield can have multiple partstoit, and when they are
displayed on a form they appear as onelong series of numbersor
letters, separated by periods. The periods separ ate each segment of
theflexfield.
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Expanded Key Flexfield

01.110.7450.0000.000

%Operatiuns Acc wnting Flex

Cornpany m‘ Ope
le nt Fa
Account Telep

aub-Account (1L Mo 5 \CCOLN
Product Mo Product
.......................................... D
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Examining the Expanded Key Flexfield

You can display the full flexfield with field names by clicking on
the flexfield’s LOV icon. The dlide displays an accounting flexfield
with 5 segments. The Company segment hasthe value 01, the
Department segment’svalueis 110, and so on. By clicking on the
Combinations button you can see valid combination of the
segments.
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Expanded Descriptive Flexfield

Tag Murnber Categaory [ 1)l Setial Mumber Aszet Key

VEHICLE.OWNED LUXURY Jooo =
A BUILDING.OFFICE NONE

VEHICLE.OWNED LUXURY NONE

AT_BUILDING.PLANT

VEHICLE-OWNED LUXURY Bl | BMW3384140

BIGCHZ1
06-JUN-98
STATE FARM

12 -JAN98
il »

6]58 Cancel Clear Help
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How Descriptive Flexfields Appear on Forms

A descriptive flexfield appearson aform as a single-character,
unnamed field enclosed in brackets. Just likein a key flexfield, a
pop-up window appear s when you move your cursor into a
customized descriptive flexfield. And like a key flexfield, thepop-
up window has as many fields as your organization needs.

You can display the full flexfield with field names by clickingon
the flexfield’sLOV icon. Theflexfield in the slide shows 4
segments.
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Review Question

Label the flexfield types.

D GL Account Tax Code | Tax Group [ ]
01.140.5481.0000.000 Jo-10 O | ~
(1) | O | @
[ = | a 2
1. flexfield
2. flexfield
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Review Question Solution

Label the flexfield types.

D GL Account Tax Code
01.140.5481.0000.000 o-10

|
Ik s
| | -
— | a @:_

1. Key flexfield
2. Descriptive flexfield

Tax Group [ ]
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Using Search Criteria in a Flexfield

= GL Accounts (Vision Operations)

Enabled
Presered

Account
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Searching for Data Using Flexfield Criteria

You can enter search criteriain a flexfield when you use query -by-
example. By entering search criteriain aflexfield, you can retrieve
records of data that satisfy criteriain theindividual segments of your
key or descriptive flexfields. For example, suppose you want to sear ch
for all Accounting Flexfield combinationsin the Accounting Flexfields
Combinations window that contain the segment value" 01" in thefirst
segment. With query-by-example, you can enter thiscriteriain the
Accounting Flexfield to accomplish thistask.

When you enter search criteriafor aflexfield segment, you can use
wildcard charactersor any of the query operatorsaspart of the search
phrase.

If your flexfield segment has a list available, you can choose the List icon
within the flexfield window to select a value from thelist for your search
criteria. Note that if you enter avalue for a segment, your application
automatically entersthe default value for any other segmentsthat
depend on the value you enter. If you do not want a default value as part
of your search criteria, you can clear thefield, or you can enter another
valuein that field.
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Searching a Flexfield

* (M) View > Query by Example > Enter.

In addition to entering search criteriain any of the
fields of the block, you can bring up a key flexfield
window and enter search criteria.

e (M) Edit > Edit Field... and enter criteria.

When you are done, choose OK to close the
flexfield window.

* (M) View > Query by Example > Run to perform the
search.
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How to Enter Search Criteriain aKey Flexfield

1. (M) View > Query by Example > Enter.

In addition to entering search criteriain any of the fields of the block, you can bring up a
key flexfield window and enter search criteria.

2. (M) Edit > Edit Field... and enter criteria.

When you are done, choose OK to close the flexfield window.

3. (M) View > Query by Example > Run to perform the search.

Note: If you prefer, you can also enter your concatenated segment search criteria directly
into akey flexfield display when your block isin Enter Query node. The concatenated
search criteria must include the appropriate segment separator character.

How to Enter Search Criteriain a Descriptive Flexfield

To enter search criteriain a customized descriptive flexfield when your current block
isin Enter Query mode, simply navigate to the descriptive flexfield to automatically
display the descriptive flexfield window. When you are done entering search criteriain
any or all of the descriptive flexfield segments, choose OK to close the descriptive
flexfield window and then choose Run from the View, Query by Example menu to
perform the search.

Attention: If you set the user profile option Flexfields:Open Descr Window to "No', you
must choose Edit Field... from the Edit menu to open the descriptive flexfield window.
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Summary

* Identifying a flexfield

®* Describing the two types of flexfields
* Examining an expanded flexfield

® Searching a flexfield
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Flexfield Practice Overview

In this practice you will examine Oracle
Applications flexfields.
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Practice Instructions

* Using the Assets, Vision Operations
responsibility, perform an inquiry for financial
information for an asset.

Hint: (N) Inquiry > Financial Information

* Find an Asset Category flexfield and expand it.

®* Using the General Ledger, Vision Operations
responsibility, search for an accounting flexfield
combination.
Hint: (N) Setup > Accounts > Combinations

®* Do asearch for all flexfields with Company 01 and
Department 410.
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Practice Solution

Assets
* (N) Inquiry > Financial Information, and click the Find button.

» When you locate aflexfield, click in it and it expands. Verify that your
screen resembles the following screen.

* Click Cancel after you have viewed the flexfield.
Genera Ledger

* (M) File > Switch Responsibility

* (N) Setup > Accounts > Combinations

* (M) View > Query By Example > Enter

* Place your cursor in the Account field and go into Edit mode. (M) Edit >
Edit Fidd

» When the Operations Accounting Flex window appears, select your
criteriafor the query from the LOV. Put your cursor in the Company field
and select 01 from the list. Then put your cursor in the Departrrent field
and select 410 from the list and click OK.

* Click OK in the Operations Accounting Flex window.
* Run the query, (M) View > Query By Example > Run.
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